Dear Sir/Madam,

I wish to be considered for the position of Special Parliamentary Liaison Advisor,
advertised in the Ministry of Finance —Timor-Leste website.

My most recent post has been as a Media Monitoring Advisor in the Ministry of Finance for
the past eight (8) months. I have been monitoring electronic and print media as well
interpreting media reports. I have been providing accurate and concise news summaries of
both local and international media to the Minister and other members of the Government, in
order for the Government to respond on arising issues. I have also drafted several media

releases for the Ministry.

In this role, I have gained sound knowledge of the functions of the Ministry and due to my
interpersonal and management skills and command of the Portuguese and Tetum languages,
my role has since expanded to other areas of management such as procurement, payment of
accounts and liaison/focal point for queries and/or complaints from Ministry’s customers. I

have also established excellent professional and interpersonal relations with the Timorese and
international staff, which is vital for an efficient and effective service delivery. During this
period, I have on several occasions, prepared ministerial briefings on sensitive and

contentious issues. I have also being involved in solving complex issues.

My liaison role involves direct contact with the Prime Minister, Ministers, Office of the
President of the Republic and the National Parliament. I have received excellent feedback on
this role and have gained trust from all the Ministers and Parliamentarians. Iam regarded as
a person that delivers on time and exercises discretion and professionalism.

I have over 20 years experience in the Australian public service, liaising with Ministers and
media advisors on issues raised in parliament as well as in media on a daily basis. Essential to
fulfilling these tasks is the ability to make sound judgments on complex policy issues. 1 am
decisive, and I am able to discern what is important when confronted with a myriad of issues.

My previous work experiences in Timor-Leste as well as my extra-curricular activities over
the years have given me excellent knowledge and understanding of Timor-Leste’s historical,
political and cultural context, all critical abilities to successfully fulfill the role of Special
Parliamentary Liaison Adviser.

Full details of my professional career are provided in the curriculum vitae (CV) attached. I
would be happy to discuss my application with you in person and can be contacted on my
mobile number 723 0032.

I look forward to hearing from you soon.

Yours sincerely,

Ines Alnteida
13 June 2008



Inés Almeida

professional History

October 2007 to present

Media Monitoring Adviser — Ministry of Finance - East Timor

Functional responsibilities:

Establish a functional and efficiently running Media and Public Affairs unit within

the Office of the Minister of Finance.

Create the broadest public awareness of the efforts and measures undertaken by
the Ministry and provide advice on the strategy and policy to pursué for such
programs;

Draft press releases and contact people in the media who might print or
broadcast materials released by the Ministry;

Monitor electronic and print media (local and international)

Design promotional materials for special events of the Ministry, as will be
required,

Establish and maintain cooperative relationships with groups such as the media,
community, NGOs and the civil society, private sector, the religious sector,
academe and other interest-groups, as well as on inter-governmental relations;
Arrange and conduct programs to keep up contact between the Ministry and their
representatives and the public and to keep them informed about the activities of
the Ministry;

Prepare media briefings and talking points for the Minister

Provide advice and support to the Ministry of Finance on matters pertaining to
emerging media and public relations requirements of the Ministry;

Additional responsibilities:

Member of Task Force for Telecommunications reform

Member of Quality Assurance Project. Key activities are:

check payment and purchases for correctness, compliance with financial
management and procurement policies; liaise with Ministers, the National
Parliament on centralised procurement issues; provide brief/advice to the
Minister on complex issues that may have an overall political implications; follow-
up with Procurement and Treasury for payments for the private sector as well as
Ministries

14 May 2007 to September 2007

Acting Senior Project officer - New South Wales Department of Premier and
Cabinet

Functional responsibilities:



« Provide policy, systems, project and administrative support for the delivery of
media monitoring services

« Assist in the delivery of efficient and effective media monitoring services for
Premier, Ministers and government agencies in accordance with Government
media monitoring policy and the Department’s policies and procedures

« Assist, and deputise the Manager of Media Monitoring Unit in the planning,
development and implementation of media monitoring policies, systems and
procedures, including budget; business results and services, and work
planning; staff recruitment; monitoring practices and processes to meet
service commitments; compliance with contractual and copyright obligations;
development and management of MMU Newsroom website.

« Liaise with Ministers Senior Media Advisors on issues that arises from
electronic and print media pertaining their portfolio

. Provide an ordering and delivering process that is extremely time sensitive
with a high volume of competing client demand for concurrent services

Senior Media Monitor
Dec 2006 to May 2007

Functional responsibilities:
« Under the new whole-of-government arrangement and cost-saving policy,
manages the daily provision of press clipping service to Premier, Ministers and

to over 200 government agencies;

o Liaises with Premier and Ministers’ press secretaries as well NSW government
agencies media advisors on their keyword briefs;

e Sets up performance meeting between Advisory Committee, MMU and
contractors;

. Ensures that the clients are kept abreast with news that relates to their
portfolios;

« Prepares submissions and letters for the Director-General on issues relating to
contract and request for additional services;

« Liaises with the contractors to give them ‘heads-up’ on issues that are
relevant to Ministers portfolios; and,

« Ensures that the press secretaries and government agencies do not breach
contract or copyright Act.

In January, July 2007, I was designated as acting Manager for the Media Monitoring
Unit with added responsibilities, among others, to oversee the Unit’s budget
requirements and expenditures; answer queries relating to service delivery; preparé
submissions. In addition, I have been delegated to supervise 12 staff members
under the Unit.

Policy officer
Minister for Aboriginal Affairs and Minister Assisting Premier on Citizenship

Oct 2006 to Nov 2006

Functional responsibilities performed:



. Provided accurate and timely briefs to the Minister Assisting on issues relating
to Citizenship, multiculturalism and cultural diversity;

. Liaised with Community Relations Commission for a muiticultural NSW on
information and data on community profiles;

e Liaised with various non-government organisations, namely ethnic
communities who wish to bring their concerns to the government;

« Took minutes of meetings and followed-up work on the results of these
meetings;

. Researched information and prepared notes for the Minister;

e Accompanied Minister to official functions such as national days of different
countries;
Organised meetings with community organisations for the Minister;

. Drafted letters and speeches;

e Prepared ‘House Notes’ for question time in Parliament to ensure that the
Minister is prepared to answer questions that relates to his portfolio; and,

e Prepared proposal for the Minister to attend community functions, breakfast
with ethnic community and meet-and-greet people from different ethnic

background.

Project Officer
Media Monitoring Unit

Jan 2006 to Sept 2006

Functional responsibilities performed:

« Compiled protocols for MMU staff, who work on the different roster;

o Maintained confidential records of files which are subject to Freedom of
Information; and

« Provided relief for Senior Project Officer, whose duties included the provision
of policy advice, systems, project and administrative support for the delivery
of media monitoring services; provision of quick response service for
customer enquiries and requests; maintenance of the MMU Newsroom
website; provision of support to the planning, development and
implementation of media monitoring policies, systems and procedures
including budget, business results and services.

Personal Assistant
president of the Democratic Republic of Timor-Leste

April 2002 to Dec 2005

Functional responsibilities performed:
performed a wide variety of responsible, complex and confidential administrative and
secretarial duties in support of the President, including, among others:

o Setting-up and followed-up on appointments as required by the President,
including making the links between the President’s office and the relevant
government ministry;

« Initiated and responded to written and verbal correspondence, in consultation
with the President;

. Screened telephone calls to the President and personally provided requested
information or referred calls to other staff;



« Provided information to other governmental and non-governmental bodies, as
protocol allowed, including that of the general public and media outlets, on
specific issues and concerns;

. Established and maintained comprehensive and confidential files on
personnel, policies, records, reports, reference materials, codes, ordinances
and communications for the President;

« Maintained an orderly and efficient filing and retrieval system of all
documents, including correspondences for the President;

« Arranged, coordinated, liaised and attended conferences and meetings for the
President;

« Took charge of preparing meeting notes, minutes and other records for the
President’s consumption;

e Undertook research work on information and procedures to prepare the
activities for the President or his Office;

. Recorded actions on sensitive issues and released information to authorized
parties; '

« Accompanied the President on official overseas visits, in particular the State
Visit to Indonesia and Korea (June 2002) and the ACP Summit in Fiji (uly
2002);

o Provided translation/interpretation work as required by the work and function
in the President’s Office; and,

. Rendered timely reports and advice to the President on the working situation
of the Office.

Countrywide Consultation Co-ordinator

Planning Commission

United Nations Transitional Administration for East Timor (UNTAET)
Oct 2001 to Mar 2002

Functional responsibilities performed:

« Managed the preparation of a plan for the training of the national staff (field
coordinators and facilitators) that conducted the consultations at the national,
district and sub-district levels;

e Managed the preparation of all materials used in the above training and
ensured that suitable ‘Consultation Kits’ were made available, in sufficient
quantity and as required during the conduct of the consultation;

. Oversaw the recruitment of field coordinators and facilitators, and ensured
that provisions were made for their payment and welfare during the period of
the country-wide consultation;

e« Oversaw the provision of training for the staff (field coordinators and
facilitators), and ensured that the training was effective and complete;

« Prepared a plan for conducting consultations at the national, district and sub-
district levels;

« Managed the implementation of the country-wide consultation at all levels;

e Arranged and oversaw regular coordination meetings to ensure that all
emerging issues were dealt with promptly and effectively; and

« Managed the preparation of all necessary activity, staff and financial reports,
and submitted these according to agreed schedule.

Media Advisor
Office of the President of CNRT/NC, Xanana Gusmao
1999 to June 2001



Functional responsibilities performed:

Liaised with local and international media;

Handled all media enquiries;

Prepared media briefings for President Xanana Gusmao as well as other CNRT
senior officers;

Organised press conferences for the President and Vice-Presidents of
CNRT/NC,;

Liaised with United Nations senior staff, Mission Representatives and visiting
foreign Government Representatives on issues pertaining to CNRT
Presidency’s and training programs and other activities;

Organised media training for young and upcoming press secretaries.
Managed President Gusmao'’s daily activities, particularly those related to
media and public relations, and to the work of the National Council (of East
Timor Transitional Administration). These included trips around the country
and overseas (Europe and Japan), special media interviews, public meetings,
official Government meetings and special meetings with Timorese groups,
NGOs and individuals;

Advised Timorese who relied on President Gusméo’s office to provide medical,
housing and humanitarian assistance and directed them to appropriate
channels;

Organised CNRT conferences and workshops, including media training

for Timorese journalists as part of capacity building;

Provided briefings on various debates; and,

Lobbied and organised documentation such as regulations and background
information for Xanana Gusm&o as Speaker of the National Council and other
CNRT Council Members.

Project Officer

Information Services, Ministerial and Parliamentary Services (MAPS)
Premier’s Department, NSW

July - Sept 2001

Functional responsibilities performed:

Developed sector wide guidelines on the use of media monitoring services,
relating to contract requirements and the role of Media Monitoring Unit
(MMU);

Reviewed MMU structure including enhancement of internal systems for
service delivery; updating of the MMU protocols

Senior Media Monitor
Media Monitoring Unit, Premier’s Department, NSW
1998 - Sept 1999

Functional responsibilities performed:

Ensured that the standard of work put forward by the Media Monitors of the
Unit was accurate and in accordance with established guidelines, procedures
and protocols;

Provided an electronic media monitoring service for the Premier, Ministers and
public sector organizations through written summaries, tape and telephone
alerts;

Developed rosters; managed performance and staff development; and,
Defined objectives and established performance measures; developed
appropriate strategies to enhance communication with clients.



Radio and TV Monitor
Media Monitoring Branch
1981-1998

Functional responsibilities performed:
e Monitored and recorded news, talkback radio programs and editorials on
issues impacting on the Government;
e Produced audio and video cassettes of interviews and related items to
Ministers and Government Agencies; and,
e Maintained Media Monitoring Unit database including video, audio, summaries
and agencies’ contact.

OTHER WORK EXPERIENCES

1996 - 2001 - Community Radio

Producer, broadcaster and convener of the MCRA Ltd. (Multicultural Community
Radio Association) for the only Timorese radio program in NSW. It was broadcasted
weekly in Tetum (Timorese national language).

1991-2001 - Humanitarian work

Over many years I have been an active member of East Timor Relief Association Inc
(ETRA Inc.), based in Sydney, Australia. I was elected as a Board Member and also
acted as the National Secretary. The duties included: lobbying members of
Parliament, raise awareness of the plight of the Timorese in the media, school and

students at large.

1999 - International Solidarity Work

In July 1999, appointed by the then President of CNRT, Mr Xanana Gusmao as
member of CNRT National Campaign Commission, based in East Timor, to organize
the campaign for the vote against ‘autonomy’. Tasks included being in charge of the
Media and Information Section and organising the production of the radio program
“Wox Populi’ which disseminated information nationwide regarding the UN Supervised
Popular Consultation of 30" August 1999. The program was broadcast from the
Catholic Radio station, Radio Kmanek,

1992-1999 - International Solidarity Work
Coordinator of East Timor Information & Documentation Centre based
in Parramatta, NSW, including the publication of monthly bulletin Matebian News.

1995 - International Solidarity Work
Media co-ordinator for the Australian visit of Professor Noam Chomsky

Media and Public relations coordinator for José Ramos-Horta, as part of CNRM and
CNRT work in Australia and the Pacific.

1985 - 2001 - Interpretation and Translation Work
Over a period of thirteen years, performed interpreting and translating services for
the following department in English, Portuguese and Tetum. The clients were from
the Timorese and Portuguese speaking communities in NSW.

The Department of Social Security

Department of Immigration and Multicultural Affairs

Department of Health



Legal Aid Commission (NSW)

The responsibility of the above work centred on ‘confidentiality’, ‘professionalism’
and ‘accuracy’, without which the work of the officers-in-charge of the respective
department could be distorted and misleading.

June 2001

Simultaneous interpreting Tetum/English and Portuguese/English for the CNRT
closing down conference in Dili

EDUCATION

2006-2007

1998 -

FORMAL EDUCATION

Attending Public Sector Management Program.

Course structure: Australian legal and political system; the concept of
responsible government; Australia’s federal system of government
with emphasis on the implications of three tiers of government;

Other subjects covered:

Managing out — the Public Sector in the Community;
Networks, Contracts and Policy Communities;
Citizens, Clients and Stakeholders;

Participation and Accountability;

Completion deferred

B.A. Communication (Media Arts & Production) -

University of Technology, Sydney

Subjects studied included:

Media Arts & Production, Communication & Information Environment
Power and Change in Australia

Media, Information and Society

Colonialism and modernity

Contempeorary cultures

TRAININGS, SHORT COURSES AND SEMINARS

2001

1998

1998

Certificate in ‘Microsoft Excel Intermediate’, Pagemaker, Adobe
Premiere

Certificate III in Australian Community Radio Training, a qualification
recognized by the Australian National Qualifications Framework

“Get Wicked on the Mic”, a training program for Community
Radio Broadcasters held at the Australian Film and Television School in
Sydney



1999
1999
1998
1998
1997
1996
1995
1995
1995
1994

1994
1987
1986
1985

English
Portuguese

Tetum

East Timor Strategic Development Conference, Melbourne

Dare II, Timorese Reconciliation Conference, Sheraton Hotel, Jakarta
East Timor awareness campaign in Canada

Intra-Timorese Dialogue IV, Austria

Intra-Timorese Dialogue III, Austria

Intra-Timorese Dialogue II, Austria

Intra-Timorese Dialogue I, Austria

International Women'’s Conference, Beijing, China

Korean International Women'’s Conference

East Timor Tour in Japan, a one-month tour to raise awareness in
Japan

Asia-Pacific Conference on East Timor, Manila, Philippines

Nuclear Free and Independent Pacific conference, Vanuatuy,

Asian Students Association Conference, Nepal and India

NGO Forum: International Women'’s Conference, in Nairobi, Kenya

LANGUAGES

read, write and speak fluently

read, write and speak fluently

- read, write and speak fluently

PERSONAL BACKGROUND

Bestowed with the Australian award by the NSW Government for valued contribution
toward assisting developing countries to reduce poverty and achieve sustainable
development in 2000.



