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COMMUNICATIONS 
and MEDIA

Inviting applications 
for the extension of 
the Communications 
Team



The Communication Team of The Emissary is a crucial and integral part of the 
organisation. Members of the Communications Team, proactively engage 
within the organisation as well as address external concerns daily. They are 
expected to responsibly and vigorously maintain communication lines, within 
the organisation, as on WhatsApp and E-mail, while also delivering through 
the same externally. They are the channels of information flowing from 
different wings of the organisation and must uphold efficient and swift 
communication becommunication between teams and members at all times.

1) Intra Organisation Communication: The Communications Team 
is connected through WhatsApp and E-mail with all other members & teams of 
The Emissary. All concerns and queries are directed towards them and they 
seek to address these by approaching the concerned individual for the issue 
raised and communicating her/his response to the latter.

Team Meetings
As per instructions, 
they schedule, inform 
aand organise Team 

meetings. Post- meetings 
they communicate major 
takeaways to all the 
attendants. Meeting 
Schedules are to be 
prepared by the 

Communication Communication Team.

Coordinating
TThey coordinate 

amongst teams and 
individuals working on 
different projects on a 
variety of pertaining 
concerns. This 

coordination is the key 
for for teams and 

individuals to deliver 
productive results.

Sharing Information, 
follow-ups & updates
All major pAll major projects or 
activities initiated are 
informed by the 

Communication Team to 
the whole team through 
WhatsApp groups, e-mails 
or even individual texting. 
ThThey are also required to 
follow-up (when required) 
for responses on all the 
information they share 
and also update on the 
latest developments.

  ROLES & RESPONSIBILITIES
The Communication Team’s size in The Emissary’s current capacity is three to 
four members. The number is likely to increase over time. The Team is headed 
by the Chief Co-ordinator for Communications. Other positions shall be 
introduced in parity with the extension of the Team. The following are the roles 
of a Communications Team member:
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2) External Communications: The Emissary has forms and e-mail ids inter alia 
through which it interacts with the masses. While forms are for specific 
purposes and receive responses to be reviewed. E-mail ids receive all sorts of 
queries, concerns and information etc. which are to be addressed by the 
Communication Team after seeking the required information (if any) from the 
concerned individuals.

Forms: These are available on The Emissary’s websites and others are as 
Google forms. Those on the website are active 24/7 and are majorly for 
recruitment purposes. Individuals wishing to join The Emissary respond to the 
forms on the website. The Communication Team reviews this data and in 
accordance approaches the respondent through E-mail and WhatsApp to, 
take further their enrolment procedure. Certain temporary forms are as Google 
forms which too are managed by the communications team in coordination 
with twith the concerned team or individual.

E-mails: Apart from maintaining their personal The Emissary E-mail id, the 
Communications Team also manages general mail ids of the organisation, 
currently - Informations@theemissary.co.in, submission@theemissary.co.in 
inter alia. Just like forms, they review the questions, information and concerns 
directed towards these e-mail ids and seek their response from the concerned 
individuals to respond in accordance.

Public Relations: The Emissary frequently engages with prominent business 
and political leaders and other prominent personalities in myriad fields. These 
engagements are of various kinds and on a variety of issues. The 
Communication Team is responsible for maintaining official contact with the 
offices/staff of these prominent personalities and professionally coordinating 
with them on the relative issue/event inter alia. The Communication Team 
members must hence be capable of precisely, confidently and explicitly 
communicaticommunicating with their counterparts through phone calls.

  REQUIRED QUALITIES
Over time, members of the Communications Team are likely to master 
communication and negotiation skills and attain professional levels in 
cross-cultural management and inter-organisational coordination. The 
following are the required qualities for a Communications Team member:

Efficiency in WhatsApp texting and responding to E-mails, enhanced typing skills. 

Fluency in English.

Capacity to swiftly respond to concerns on WhatsApp and E-mails inter alia.

Interactive and Cooperative persona.

Forthcoming attitude and approach on all concerns. 

Efficient Time Management.

AAttentive and easy to approach persona.


