JOB DESCRIPTION
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Position: .
Reporting to:

Marketing Officer (Loyalty / Fixed-term) Marketing Manager (Retention)

Number of direct reports:
N/A
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Duration: Until May 2028, with the possibility of extension
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Working hours: Part time (16-24 hours/week)
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Current Job Grade: B
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Médecins Sans Frontiéres (MSF) provides life-saving emergency relief and longer-term medical care to
some of the most vulnerable and excluded communities around the world. As an independent medical
humanitarian organization , we deliver care based only on need, regardless of ethnic origin, gender,
religion, or political affiliation.

MSF relies on donations from private individuals and organizations for the majority of its income. This
private funding gives MSF the freedom to respond where needs are greatest and to speak out publicly,
free from any political interference. The Fundraising Department raises money for MSF field operations
globally and to cover MSF’s administration costs in Japan. In 2025, MSF Japan raised approximately 16
billion yen from 421,876 donors.
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This position contributes to sustainable funding for MSF by coordinating and delivering donor
communications and fundraising activities across multiple channels, including direct mail, email,
websites, and events. Working closely with the Marketing Manager (Retention), team members, and
internal and external stakeholders, the role supports the effective execution, analysis, and continuous
improvement of activities.
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Based in Japan (Commutable to MSF Japan Office in Waseda)
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1. Campaign and Communication Activities
e  Support the implementation of donor communications and fundraising activities through direct
mail, email, websites, events, and other channels.
e Coordinate with internal and external stakeholders on content production, delivery, and
distribution.
e  Conduct quality checks on communication materials and data.
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2. Project and Operations Management
e  Support operational tasks such as contracting, procurement, and invoice processing.
e Coordinate with external partners and relevant internal departments.
e  Manage and share project-related documents and progress updates.
e  Contribute to process and operational improvements.

3. Data Analysis, and Reporting
e  Manage, compile, and analyze donor data and campaign results.
e  Monitor key performance indicators such as fundraising results and campaign performance.
e  Prepare reports and recommend improvements.

4. Project Planning and Delivery (Depending on experience and capabilities)
e Plan, implement, and evaluate selected campaigns and initiatives.
e Develop and manage objectives, target audiences, budgets, and schedules.
e Recommend or initiate improvements based on data and supporter feedback.

*The scope of responsibilities may be adjusted according to the successful candidate’s experience and
capabilities, team priorities, and staffing needs.
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Essential
e  Experience in marketing, fundraising, or a related field.
e  Experience coordinating external partners or service providers.
e  Experience using Excel for data analysis and reporting.
Strong organizational and communication skills, with attention to detail.
Strong written and verbal communication skills in Japanese.
Ability to use basic English for emails and document preparation. While most day-to-day work
is conducted in Japanese, some office-wide meetings and internal communications are
conducted in English.
e Interest in and commitment to the humanitarian principles and mission of MSF.
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Desirable (Not required, but a plus)
e  Experience in retention, loyalty, direct, email, or CRM marketing.
e  Experience using CRM, CDP, or MA tools.
e  Experience analyzing performance and identifying improvement opportunities.
e  Experience working for a humanitarian organization or NGO.
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Special Notes:

This Job Description is only a summary of the typical functions of this position and not an exhaustive or
comprehensive list of all possible job responsibilities and duties. Accordingly, the responsibilities and
duties of the jobholder might differ from those outlined in this Job Description and the other duties, as
assigned, might be part of the job due to the organizational and operational needs.
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« Salary to be defined as per MSF Japan Salary Scale

« Social insurance coverage: Japanese government insurance (Health Insurance, Welfare Pension,
Employment Insurance and Workers’ Accident Insurance)

« Commuting allowance, child allowance (in accordance with MSFJ’s regulations)

« Holiday: Saturday, Sunday, Japanese national holidays, and any other days specified by MSF Japan
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Application documents 2. BBREEE (F130

(Please send all these 3. HEBHEFI0)

documents)
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Email Address hghr-recruitment@tokyo.msf.org

Please send the above documents to:
hghr-recruitment@tokyo.msf.org

55 HARR BRRANRFYRE . FEER T IE TV EEET,
Application Deadline We will close the position as soon as we find the best candidate.
e EFRETRBLI-BREEDADHICTERELLIFES,
Note BRRANRFEYRE . FEER T IETVIEEET,

Only short-listed applicants will be contacted.
We will close the position as soon as we find the best candidate.
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