
 
 

 

External Job Vacancy Announcement 

Job Title Communications and 
Documentation Officer 

Job code Job Category  

Department Office of the Chief 
Executive Officer 

Report to  Deputy Chief Executive Officer 

 
ABL is currently looking for dynamic, independently working and self-driven persons for 
the position of Communications and Documentation Officer. The selected applicant will 
work with the Head Office, specifically the Chief Executive Officer. 
 

We are seeking a highly motivated person who is ready to accept challenges.  

 
If you are interested and fulfill the below mentioned requirements, please send your job 
application as well as CV to the Human Resources Department. 
 

Main Responsibilities 

The Communications and Documentation Officer is responsible for producing high-

quality documentation of processes, policies, meeting minutes, etc. as well as creating 

high-quality reports and other types of communication instruments. 

The Communications and Documentation Officer shall be responsible for the 

following: 

- Studying in detail the internal policies, processes, and procedures of the bank 

- Gathering information from officers and staff of the bank for the purpose of 
writing policies, processes, procedures, workflows, etc., which includes the 
conduct of research 

- Reviewing existing policies, processes, and procedures for the purpose of 
updating the same 

- Writing and/or copyediting policies, processes, procedures, manuals, FAQs, 
user-guides, proposals, and reports for approval by management 

- Produce accurate and timely minutes of high-level minutes and/or copyediting 
the same for consistency, precision, and clarity 

- Write easy-to-understand and user-friendly materials and documents 

- Incorporate graphs, images, and other illustrations onto written materials and 
documents 

- Provide tutorials and training to staff in need of advanced written English skills 
and knowledge 

- Develop appropriate and effective communication channels within the 
organization 

- Review and provide technical support towards improving the communication 
effectiveness of the bank’s marketing materials, website, and others 



- Standardize the use of technical terms, writing format and style, and 
communicate the same throughout the organization 

- Collect feedback on the content and quality of written documents and others for 
the purpose of improvement and updating 

Organization  

 Technical/ Professional reporting to the Chief Executive Officer  

 Administratively reporting to the Deputy Chief Executive Officer 

 Provide information to Heads of Department and Management 

Qualifications:  

 Advanced English writing and communication skills 

 Attention to detail 

 At least two years’ experience as a professional writer and/or copyeditor 

 Bachelor’s degree 

 Advanced working knowledge of Microsoft Office (Word, PowerPoint) 

 Working knowledge of Excel 

 Working knowledge of image editing software 

 Working knowledge of pdf editing software 

 Proven experience and record of delivering high-quality documentation 

Other desirable qualities       :  

 Honest, Thorough and Accurate 

 Ability to work against tight deadlines, flexible working hours and pressure 

 
If you are interested and fulfill the above mentioned requirements, please send your 

application, as well as your cover letters and CV including testimony of all relevant 

documents to the Human Resources Department, AccessBank Liberia, 20th Street Sinkor 

or via email: hr@accessbank.com.lr. Deadline for this vacancy is Monday, January 18, 

2021. 

 
PLEASE NOTE THAT ONLY SHORTLISTED CANDIDATES WILL BE CONTACTED. 

mailto:hr@accessbank.com.lr

