
 
Southeast Asian Ministers of Education Organization 
Regional Centre for Special Education (SEAMEO SEN) 

 
JOB DESCRIPTION AND BASIC DUTIES 

 
POSITION: INTERNATIONAL RELATIONS OFFICER (SEN 41 / SEN 44) 
 
Applicant should accept and be prepared to perform tasks and duties such as listed below: 
 

 monitor public opinion regarding an organisation or any particular issues 
 collating and analysing media coverage 
 liaising colleagues with external parties   
 focal communication point for planning, communicating and executing Director’s 

overseas trips/meetings 
 liaising with and answering enquiries from media, public and other organizations, 

often via telephone and email (if necessary, upon director’s approval) 
 writing and distributing press releases to targeted media (if necessary, upon director’s 

approval) 
 writing and editing in-house magazines/bulletin, case studies, speeches, articles and 

annual reports 
 preparing and supervising the production of publicity brochures, handouts, direct mail 

leaflets, promotional videos, photographs, films and multimedia programmes 
 devising and coordinating center’s publicity opportunities with High Officials and VIPs 

to put forth positive organization’s image 
 planning and organizing events including press conferences, exhibitions, open days 

and visits (if necessary, upon director’s approval) 
 monitoring information on the organisation's website; 
 managing and updating information and engaging with users on social media sites 

such as Facebook 
 sourcing and managing sponsorship opportunities 
 developing opportunities for strategic alliances and partnerships 
 managing and containing the PR aspect of a potential crisis situation (if necessary, 

upon director’s approval) 
 present feedbacks on behalf of an organization to government, other organizations 

and special interest groups and vice versa (if necessary, upon director’s approval) 
 presenting in-house and public presentations (if necessary, upon director’s approval) 
 hosting visits by local and international delegations as well as government officials to 

organization 
 planning and executing travel itineraries and accommodation arrangements for 

international and local participants  
 
Applicants are also subject to the involvement in other tasks upon which are assigned to 
him/her by the Administrative Executive, Deputy Directors and Center Director.  
 
Suggested salary:  Probation Period (SEN 41) - Basic: RM 1,967.32 
         Allowances: RM 800.00 
           Annual increment:  RM 225.00 
 

Upon confirmation (SEN 44) -  Basic: RM 3,463.80 
                  Allowances: RM 1,050.00 
        Annual increment: RM 250.00 
 

Note: Non-Malaysian staffs shall be given one (1) return tickets to home country once every 
year, paid by SEAMEO SEN (SEAMEO Member Countries ONLY). 

 
Interested applicants may submit your resume/cv to director@seameosen.org and copy to 
zulkarnain@seameosen.org with the email title “Application for International Relations Officer” 
 
 



 
Southeast Asian Ministers of Education Organization 
Regional Centre for Special Education (SEAMEO SEN) 

 
Minimum requirements: 
 

- Applicants must have a minimum of Bachelors Degree in relevant areas (Business/ 
Public Relations/Marketing/International Relations/Law/Mass Communication, others) 

- Must have good command in written and spoken English (additional language(s) is an 
added advantage) 

- Minimum 3 to 5 years of working experience 
- Presentable and comfortable engaging with international audience/clients 
- Accountable, responsible, independent towards handling tasks/assignments 
- Willing to frequently travel locally and overseas 
- Applicants must have a valid international passport which are not subject to any 

barring/blacklisted from Malaysia Immigrations which may prevent him/her to travel 
outside Malaysia (Malaysian applicants ONLY) 


