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The Social Change Assistance Trust (SCAT) is a dynamic organisation which has a 36-year track record as a non-profit organisation. SCAT was established to promote social justice in South Africa through grant making and capacity building.
	Operations Officer and Administrative Support to the Executive Director


	Purpose of job


· Providing administrative support to the Executive Director and Management Team. 
· Administrative support to the Trustees of SCAT. 
· Administration of SCATs relationships with funders. 

· Assistance with fundraising for SCAT.

· Management of information for funders.
· Coordinate communications for the organisation. 

· Oversight of SCAT building and relationships with tenants of the building. 

· Oversee the HR function of the organisation.

· All other duties as required by the Executive Director.

	KEY PERFORMANCE AREAS (KPAS)


	KPA 1:
 Providing administrative support to the Executive Director and Management Team


· Keeping track of the Executive Director priority list and ensuring all tasks are completed timeously. 
· As requested, drafting correspondence on behalf of the Executive Director. 

· Diary Management for the ED. 

· Planning and preparing for the ED meetings and meetings of the management team. 

· Keep minutes of Management Meetings and other meetings as delegated by the ED or other members of the management team. 

· Ensuring office systems are at the highest standard. 

· Planning and organising events on behalf of the Executive Director. 

· Maintain the SCAT data base of contacts. 
· Sourcing and purchasing of equipment and furniture for the organisation. 

· Oversee the processing of new applications for funding. 

· Managing ad hoc projects. 
KPA 2: Administrative support to the Trustees of SCAT

Ensure all legal and non-legal documentation for the SCAT Trustees is kept up to date. 

· Provide administrative support to the trustees

· Prepare for trust meetings. 

· Ensure trustees receive all information for trust meetings timeously. 

· Make travel arrangements for the trustees. 

· Liaise with the SCAT attorney about all matters trust related. 

· Certify documents on behalf of the trustees. 

KPA 3: Administration of relationships with funders.
· Ensure that funder reporting timelines are maintained, and that management of SCAT is alerted to all reporting deadlines timeously. 
· Ensure the core information of SCAT is inserted into funder proposals. 

· Collect information as required for the submission of funder reports. 

· Draft funder reports for review by the ED as delegated. 

· Ensure that funders are sent audits and annual reports of SCAT timeously. 
· Ensure that funder contact details are maintained and accessible to all staff. 

· Maintain the SCAT funder files on the SCAT share drive. 

· Prepare the SCAT Executive Director for all meetings with funders. 

KPA 4: Oversee the HR function of the organisation.

· Assist with the recruitment process for new staff.
· Ensure the onboarding of new staff at SCAT.
· Monitor and ensure the implementation of SCAT HR policies, that policies are up to date and regularly reviewed and SCAT complies with statutory requirements. 
· Ensure all HR matters are properly administered, recorded, and filed. 
· Oversee the SCAT workplace skills plan and consult with the manager responsible for learning in the organisation. 
· Assist with disciplinary matters and grievances as delegated by the relevant manager. 

KPA 5: Coordinate communications for the organisation,

· Liaise with the SCAT Communications Coordinator (consultant) on social media and other media plans for the organisation. 
· Maintain a media data base and liaise with media as required. 

· Oversee marketing events for the organisation.

· Prepare presentations for the Executive Director and Management Team. 

· Oversee the production of SCAT publications. 
KPA 6: Oversight of SCAT building and relationships with tenants of the building.

· Oversee the relationships with SCAT tenants. 
· Manage the maintenance of the SCAT building in consultation with the Finance Manager. 

· Market the workshop spaces in the building. 

· Manage all workshops and events that are held in the SCAT building by outside tenants. 

· Assist with logistical arrangements for SCAT events (not programme related). 

Communication

Internal communication

· Monthly report to staff meetings 
· Individual meetings with SCAT Executive Director, bi-monthly or as arranged, to discuss own work activities and progress

· Liaison with other administration staff in the organisation 
· Active participation in general staff meetings (monthly)

· Attendance of pre-Trust meetings and Trust meetings 

External communication:

· Liaison with funders as delegate by the Executive Director 

· Communication with SCAT partners as delegated by the Executive Director

· Liaison with other staff in NGOs that SCAT interacts with. 

Person Specification
· A degree or diploma preferably one that includes HR management and or administration. 

· Previous experience (at least five years as an executive assistant, or HR officer, communications manager, or fundraiser)

· Excellent communication skills

· Organised

· Understanding of gender 

· Computer literacy, i.e. Word processing, Power point and Excel 
· Attention to detail and reporting requirements. 
· Information gathering and analytical skills, with ability to capture vast amounts of information.
· Excellent verbal and written communication in English.
· Strong communications skills and ability to listen and notice, using both formal and informal channels.
· Ability to maintain good relations with SCAT funders and rural partners. 
· Versatility in social interaction, i.e. the ability to interact at different levels within scope of work and relations.
· Ability to work in a team and to support colleagues.
· Understanding of communications 

· Must have a drivers licence

· Ability to apply SCAT’s policies, procedures, and values in the carrying out of their day to day duties and decision making processes in the field.

· Good leadership skills including the ability to self-manage and take own initiative.
· Service and results-orientated in their approach to their work.
· Good interpersonal skills, i.e. patience, assertive, honesty, hardworking, trust, reliable, trustworthy, etc. 
· Tolerant of other people’s views, beliefs, and outlook to life and what is happening around them.

Suitable candidates are invited to email a motivation letter highlighting your suitability to the role, a CV in Word format and contact details of three work related referees to rudayba@maraisbutton.co.za
· Contact will only be made with shortlisted candidates.

· Closing date: Sunday 19th November 2023



