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      Wake up! Daycare Centre 
      P.O.Box 80796, Olympia, Windhoek 
       Email: wakeupdaycare@iway.na



   Tel. 081 4535880 
________________________________________________
JOB TITLE : ADMIN MANAGER (20 hours)
The Centre Manager will be responsible for the day to day office management of the centre and work in close liaison with the Principal in assuring the smooth running of the centre. The Centre Manager will be accountable to the Board of Trustees of the Penduka Daycare Centre Trust. 

MAIN DUTIES: 
Daily Operations & Maintenance
· Oversees daily operations of the centre, ensuring a safe, attractive and friendly environment
· Deals with any security threats or issues. 

· Oversees the efficient upkeep of the building and maintenance of equipment, furnishings and fittings, in cooperation with the Maintenance Chair. 

· Advises the Board on facilities and equipment improvement.  
· Coordinates scheduling of and attends all required school functions and activities.  
· Convene and chair staff meetings as appropriate.

General administration  
· Maintains an asset register and implements stock control of equipment, furnishings and fittings. 
· Provision of rental agreements to (prospective) lessors and maintenance of all lease arrangements. 

· Maintains centre registration with various offices and associations (City of Windhoek, Ministry of GCWEW, Ministry of Education, NECD-NGO Association). 

Financial administration 
· Being responsible for the collection, recording and banking of school fees, rental fees and other income.  
· Administers a petty cash budget. 
· Provides monthly financials to the bookkeeper. 

· Administration of all fundraising activities (sponsor forms, fun days, sale of cookies etc.) in cooperation with teachers/parents. 
· Administers and pays out staff salaries.
· Procurement of school supplies: food for lunch & snacks of learners;  cleaning agents, electricity, gaz and phone credit; office and classroom supplies in liaison with principal. 
Public Relations & Fundraising 
· Oversees effective marketing, communications and outreach through web, print, and social media to maintain and increase the school’s visibility
· Communicates achievements, progress, and milestones to the school community 
· Serves as chief development agent to plan, identify, cultivate, solicit, and secure funding resources to help the school fulfill its mission and strategic objectives. 

· Coordinates and executes fund-raising plans in liaison with the board and parent committee. 
· Monitors, reports and evaluates resource and fund development outcomes 

· Actively pursues donations in kind (food, stationery, paint etc.) 
· Promotes the capital expansion and enhancement of school facilities.   
Human resource development:
· Selects and employs non-teaching personnel in conjunction with Board, guides staff in the performance of their duties, facilitates and documents assessment of performance and identifies training needs & opportunities. 

· Administers equitable systems of compensation, working conditions and professional development of all staff in cooperation with the Principal.
· Keeps records with Social Security Commission for registration/ termination of employees & sick leave and facilitate payments.   
Project Coordination & Management  
· Coordinate/supervise centre development projects 

· Communicate with partners (City of Windhoek, architects, builders, donors) to promote efficient and timely implementation of projects.

· Hiring of casual labour.

· Facilitate procurement of building materials.

QUALIFICATIONS 

We are looking for somebody with expertise & experience in Business Administration/ Management and excellent Public Relations/ Communication Skills in order to do successful fundraising.
Ideal starting date: January 2016.

Interested candidates can contact our office through email or phone.  
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