Job Description: Communications and Outreach Coordinator
Document Overview
This document provides an overview of the Communications and Outreach Coordinator position at the Centre for Development Policy and Practice (CDPP), including the role, key responsibilities, qualifications, required skills, expected deliverables, and compensation.
It also outlines the practical assignment for the next stage of the selection process. Candidates must use the raw recording of CDPP’s event, Busy Women: Building Commerce and Culture in Middle India, to create two video outputs: a short Instagram Reel and a YouTube highlights video. The assignment brief includes the event context, deliverables, creative and technical guidelines, and submission requirements.
The document concludes with instructions for submitting the candidate’s resume, portfolio, and completed assignment through the Google Form provided below
About the Role
CDPP is looking for a Communications and Outreach Coordinator to support the organisation's broader communication and outreach work across its research, publications, events and public-facing activities. The role will involve translating CDPP's work into clear, accessible and engaging formats for different audiences, while maintaining the substance, quality and credibility of its work.
The role will cover communication across digital platforms, including the website and social media, as well as developing visual and video content. Event communication and post-event content production will be an important part of the role, but only one component of a wider communications and outreach function. The candidate will work closely with the CDPP team to understand the purpose and context of its work and determine appropriate formats and channels for communicating it.
Key Responsibilities
Communications and Outreach
Understand CDPP's research, publications, events and other activities and identify appropriate ways to communicate them to different audiences.
Develop and coordinate communication materials for CDPP's website, social media and other relevant digital platforms.
Translate research and policy content into clear and engaging formats without losing its context, substance or accuracy.
Support the planning and execution of communication and outreach around publications, events, campaigns and other CDPP activities.
Coordinate with team members to ensure that communication materials are timely, accurate and consistent with CDPP's identity and objectives.


Content Development
Develop and edit visual, video and other digital content based on CDPP's research, events and activities.
Work with available photographs, video footage, presentations, reports and other source material to create appropriate content.
Develop clear narratives and visual approaches suited to the purpose and audience of each piece of content.
Prepare titles, speaker names, captions, subtitles, basic graphics and CDPP branding where required.
Adapt content into appropriate formats for the website, YouTube, social media and other communication channels.
Event Communication and Documentation
Understand the theme, objectives, speakers and communication needs of upcoming events.
Coordinate with the CDPP team on the type of photographs, video footage and other material that may be required.
Review and organise event footage, photographs and related material after events.
Identify key discussions, statements, visuals and moments that can be used for post-event communication.
Develop suitable post-event outputs based on the nature and requirements of each event, which may include videos, highlights, photographs, social media content or website updates.
Upload and publish approved post-event content on relevant CDPP digital platforms, reducing duplication of work across the communications team.
Maintain an organised archive of communication materials, source files and final outputs.
Review and Finalisation
Share drafts with the CDPP team, incorporate feedback and make necessary revisions.
Ensure consistency in quality, accuracy, branding and communication across platforms.
Deliver communication and content outputs within agreed timelines.
Qualifications and Experience
Bachelor's degree in Media, Communication, Journalism, Digital Media, Visual Communication or a related field. Relevant practical experience may also be considered.
1–3 years of experience in communications, digital content production, video editing, outreach or a related field.
Experience working with research, development, academic or public policy organisations would be desirable but not essential.
Experience working on events, publications or public-facing communication will be an advantage.
Required Skills and Tools
The candidate should have:
Strong communication and content development skills.
Good video editing and visual content production skills.
Ability to understand substantive material and communicate it clearly to different audiences.
Understanding of visual storytelling, digital communication and audience engagement.
Good organisational and file-management skills.
Ability to work independently, coordinate with a team and meet deadlines.
Attention to detail and ability to maintain accuracy and consistency across communication materials.
Proficiency in one or more of the following tools is expected:
Adobe Premiere Pro
DaVinci Resolve
Final Cut Pro
CapCut
Adobe After Effects (basic knowledge preferred)
Canva or Photoshop for basic graphics
Relevant website/content management or social media publishing tools would be an advantage.
Expected Deliverables
The nature and number of outputs will vary depending on CDPP's communication priorities and the requirements of individual projects and events. Outputs may include:
Video and visual content for CDPP's website, YouTube and social media platforms.
Event-related communication and post-event content.
Digital content based on CDPP's research, publications and activities.
Website and social media updates and uploads.
Organised source files and final communication materials for CDPP's archive.
Compensation
Compensation will depend on the candidate's experience, technical skills, and portfolio.
Assignment Details
As part of this round, we would like you to complete a practical assignment to assess your content development, video editing, storytelling, and communication skills. 
Please find the assignment details below.

Assignment: Event Video Editing and Content Production

Event: Busy Women: Building Commerce and Culture in Middle India 
Event page: https://www.cdpp.co.in/events/busy-women-building-commerce-and-culture-in-middle-india
Video Link:  Busy Women Raw File.mp4 

CDPP organised a book discussion on the book -- Busy Women: Building Commerce and Culture in Middle India by Shinjini Kumar on 25 September 2026. The discussion brought together the author and a panel comprising Dolly Thakore, Duvvuri Subbarao and Amir Ullah Khan to explore the intersections of commerce, culture and women's experiences in Middle India.

We are sharing the full video recording of the event. Using this footage, you are required to produce the following two video outputs.

1. Instagram Reel – Short-format Video

Create a short, engaging video suitable for CDPP's Instagram page.
The video should:

· Capture the central theme, poster, people and key ideas emerging from the discussion.
· Highlight interesting moments, important observations or noteworthy exchanges between the speakers.
· Present the event in an engaging and visually appealing format suitable for a social media audience.
· Use appropriate cuts, transitions, background music and visual elements wherever necessary.
· Include speaker name tags and relevant text overlays to identify speakers and communicate the key themes.
· Maintain CDPP's institutional identity and visual branding.

The reel should be concise, engaging and designed to communicate the essence of the discussion to viewers who may not have attended the event.

2. YouTube Video – Discussion Highlights (8–10 Minutes)

Prepare an 8–10-minute edited video that provides a meaningful summary of the event and its discussions.

The video should:

· Present the overall theme and context of the book discussion.
· Identify and bring together the key arguments, perspectives and observations shared by the author and panellists.
· Include selected excerpts from the speakers, arranged in a logical and coherent sequence.
· Ensure that the final video has a clear narrative and captures the substance of the discussion rather than simply presenting a collection of unrelated clips.
· Include appropriate speaker identification, titles, captions and other visual elements.
· Have a suitable opening and closing sequence.
· The objective is to create a concise video that helps someone who has not watched the full event understand what the discussion was about and take away its key ideas.

Creative and Technical Guidelines
A few suggestions to guide your editing:

1. Opening and closing slides: You may use the original event poster to develop the opening and closing slides. Include the event title, book title, author, date and CDPP branding.
2. Speaker identification: Use appropriate lower-thirds/name tags when a speaker appears. Include their names and relevant designations.
3. Audio quality: We understand that the audio quality of the original recording may not be consistent throughout. Please make the best possible use of the available footage. Prioritise portions where the audio is reasonably clear, use audio enhancement wherever possible, and ensure that the selected excerpts remain understandable. Where necessary, use text overlays and captions to support the narrative. Do not reconstruct or attribute statements that are not clearly audible.
4. Visual presentation: Use suitable transitions, cuts, graphics, subtitles and background music wherever appropriate. Avoid excessive effects and maintain a clean, professional and consistent visual style.
5. Narrative and storytelling: The final outputs should demonstrate your ability to identify relevant content, select meaningful excerpts and construct a coherent story from a full-length recording.

6. Branding: Ensure that the videos reflect CDPP's institutional identity and are appropriate for publication on its official digital platforms.

You are encouraged to exercise your creative judgement in deciding how best to present the event. These points are broad guidelines, not a fixed editing template.

Submission Requirements
Please submit the following:
· One short Instagram Reel. (30 seconds)
· One YouTube highlights video (8–10 minutes).
Please ensure that the final videos are exported in suitable formats and resolutions for their respective platforms.

Submission deadline: 13 November 2026 (11 PM)

How to Apply
Please find the Google Form link below. The form includes a few questions about your background and experience and provides fields to submit your resume, portfolio, and completed assignment. Please complete all required sections and submit the form by the deadline mentioned above.
Google Form Link -- https://docs.google.com/forms/d/e/1FAIpQLSefbRqW63ftaJgDkPKNPLcwNg7DnwvfWimRn71XVV1fTrGCiA/viewform?usp=header
