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Job Opening: Full-time Education Coordinator  
Starting date: As soon as possible 
Area: Epping, Cape Town, South Africa. 
Salary: R15,000 gross p/m 
 

The Justice Desk is looking for a Full-time Education Coordinator 

The Justice Desk of South Central Africa (NPO 186-262) was launched in 2013 and is based in Cape 

Town, South Africa. Our purpose is to advocate, educate and equip in the area of Human Rights, 

Justice and Advocacy. We operate in South Africa, Zambia and Zimbabwe as well as offer our support, 

expertise and educational materials to various groups across the globe.  

 

We belong to a global network of human rights defenders; and are an official Queens Young Leaders 

organisation, under the patronage of Her Majesty Queen Elizabeth. Our work has also been 

recognized by Lead SA, The Royal Commonwealth, The South African Presidency and many others.  

 

PURPOSE/MISSION  

Our purpose is to empower, educate and equip a global society, so that they may enjoy the full 

realization of their Human Rights in order to become active agents of change. 

  

OBJECTIVES 

 Advocacy: To participate in research, lobbying and advocacy work aimed at addressing human and 

earth rights violations. 

 Education and Awareness: To create various educational and awareness programmes and projects 

in order to educate the general public and Edmund Rice groups around human and earth rights 

violations. 

 Training: To equip civil society, youth, vulnerable groups, government, faith groups, NGOs and 

various other groups with the necessary skills needed to be agents of change in their communities. 

 Bridging: To create and facilitate opportunities for people to volunteer, immerse and intern in our 

various projects, in order to truly understand the injustices we work to overcome. 

Job brief 

We are looking to hire a Full-time Education Coordinator. We are seeking someone who is 
incredibly dynamic, creative and hardworking. They will undertake all major tasks in our education 
department.  
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Responsibilities 

 Running various education department projects. 
 Create and update records and databases. 
 Submit timely reports and prepare presentations/proposals as assigned. 
 Researching and creating Edu-materials. 
 Researching and creating Campaigns. 
 General administrative duties, such as: Backup, storage and filing General research 
 communication with schools 
 School Visits 
 Links with other departments; such as School trainings and Materials for trainings and immersions 
 Keeping up to date with current education climate 
 Monitoring and evaluation 
 Growing of school’s network 
 Running various projects which include those found below: 

 

Youth Ambassador Project 

The Justice Desk mentors and supports 50+ Youth Ambassadors in primary schools, high schools, and 

colleges across South Africa, Zambia and Zimbabwe, to be the driving forces of positive change in their 

community.  Each year new youth ambassadors are selected, trained, supported and assisted by the 

Justice Desk to run a variety of contextually relevant justice and human rights campaigns in their 

schools and communities. Advocacy teachers are selected and trained to ensure sustainability through 

the promotion of social justice amongst school staff. Weekly support and a conference every two years 

is provided to equip the youth ambassadors with the necessary skills to promote social justice amongst 

the youth. To date the Justice Desk have assisted their youth ambassadors to run multiple campaigns 

and projects aimed at serving their local communities. We offer leadership, human rights and 

advocacy training to any school who requests such services. 

National and International campaigns 

Throughout each year, the Justice Desk creates and runs 12 campaigns aimed at getting the public 

involved in advocating for their rights and the rights of others. These campaigns focus on equipping 

people with the necessary knowledge, skills and tools needed to run advocacy and human rights 

movements. They include, but are not limited to, the following topics: Anti- human trafficking month, 

30 Rights in 30 Days campaign, Power of Youth, Women’s Rights, Peace, Children’s Rights, Anti-drugs, 

Sustainable Development Goals, Anti-domestic abuse, HIV/Aids, Eco-Justice and Anti-Xenophobia. 

Educational Materials 

The Justice Desk creates African context specific interactive learning materials for children, youth and 

adults. These include a wide-range of human rights and social justice themed manuals, pamphlets, 
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 videos and games. These are also available in multiple languages and specific human rights topics can 

be requested by and created for our partnering schools, organisations and communities. 

 

Requirements: 

 A minimum of an undergraduate degree or the equivalent years of experience in the NPO sector. 
 Must have valid driver’s licence.  
 Must have previous NPO/Education experience.  
 Good organisational skills and IT skills. 
 Able to work effectively in a team.  
 The ideal candidate will be competent in prioritizing and working with little supervision.  
 They will be self-motivated, a team-player and trustworthy. 
 Outstanding communication and interpersonal skills.  
 Excellent organizational and leadership skills. 
 Familiarity with office management procedures and basic accounting principles. 
 Excellent knowledge of MS Office and office management software 
 Must be able to speak at least 2 of the following languages: English, Afrikaans and Xhosa.  

 

Application Process: 

 Email your CV and a motivational letter to info@justicedesk.org. 
 Should we like your application, we will email you with a more comprehensive application form. 
 Should you get through this stage, we will invite you to our offices for an interview. 

mailto:info@justicedesk.org

