Post: Finance and Operations Manager

Period: 1-year contract

Date of job commencement: 1st January 2012

Offices: Cape Town

ASSITEJ SA (Theatre for Children and Young People) is looking for an experienced Finance and Operations Manager, with a deep passion for, and commitment to, children and theatre in South Africa.

Key performance areas:

    *      To support the Director by managing ASSITEJ‘s projects, services and sustainability.

    *      To co-create and implement a strategically planned project programme for ASSITEJ SA in collaboration with the Director and Marketing manager

    *      To design and maintain office operational systems, processes and policies.

    *      To create a format for and maintain ASSITEJ SA records and reports of all projects.

    *      To manage the operational budget and ensure the successful delivery of all projects within budget.

Key Responsibilities:

    *      Designing and maintaining operational systems, processes and policies

    *      Consulting, planning and designing the overall operations programme, together with the Director and the ASSITEJ SA management team

    *      Implementing and managing all aspects of the operations programme. 

    *      Monitoring and evaluating the operations programme.

    *      Collating all data into annual and bi annual summaries.

    *      Updating the website

    *      Supporting Project Managers with logistical arrangements

    *      Payroll management

    *      Managing, coordinating and analysing operational budget constraints and resources

    *      Invoicing funding sources

    *      Supervising and coaching Office Administrator

Job Competency (Knowledge, Skills and Experience)   

Requirements:

    *      Tertiary qualification in Business Management

    *      Experience in monitoring and evaluation, fundraising, donor reporting, budgeting, resource mobilization, human resources and financial management

    *      Excellent verbal and written communication skills in English

    *      Strong interpersonal skills

    *      High level of computer literacy in Microsoft Office especially Word, Excel and Powerpoint

    *      Resident in Cape Town (or willing to relocate)

Experience Required:

Minimum 3- 5yrs current experience within Project and Business Management in the arts and/or social development sectors

Personal Attributes:

*      An energetic and enthusiastic individual with proven leadership skills and the ability to work                               interdependently.

    *      Passionate about working in the NGO sector and making a difference in society.

    *      Organised & proactive with exceptional problem solving and analysis skills.

    *      Unquestioned personal integrity.

    *      Above average presentation skills.

    *      Must be able to pass criminal background checks and credit reference.

    *      A second South African language would be an advantage.

