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Introductgdn‘
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ta
Mdbcisinn of the ANCfipstablish the LUTHULI CULTURAL AND VELFARE

mSTITUTE'vhose task is to organise, direct and eupervin. all AND Educat1ona1 ~j'

projects.and pragrammes mark: en important step forward in the processof
t

ensuring thatthelaucationel 1net1tutions of the liberetion nevement receive

special1eed,fiprotesaional end effect1ve admin1étration.‘ The need for this

specialised and.$rofeas1onal mangoment 13 particularly important both for

promotingand retaining the‘bonfidenco 9% our international donors who have

to be satisfied that the Ednentional programmes of our liberation movement are A

prOper 1net1tutione of 1earn1ng, professionally administered and maintain

standarde ofhigh academie exeellence aeceptable throughout the international 1

Educationa1_eammun1ty.>

Admin1strat1ve Guide lines

(1) All the edueat1onal projects ofthe movement shall be entirely manged,

(2) The responsibility of the Institute, in the exrcise of the power outlined

under clause 1 above, shall be to ensure that the Educational projects are

expertly and professionally organised as proper institutions of learning

and training.

(5) The institute shall have power to establish mahagement structures within

the Educational institution for which it is responeible and these will be

directly responsible to the Director of the Institute.

(4) The institute, in the exercise of this responsib111ty shall have power to

recruit, appoint and terminate as necessary the services of teachers

associated with all the Educational projects.
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e the conditions of servise of

(5)HeThe Institute shall have power to determin

teachers and all other staff employed by the Institute to positions at

the Educational institutions under the management of the Institute.

(5) “The Institute shall undertake surveys of the educational man power needs

of the movement and shall keep records of numbers of etudents studying or

d their studies and the areas of their study. This will

who have complete

planning for the jmanpower needs

ensure realistic and apprOpriate educational

of a liberated South Africa.

(B) Determination and s ‘rvision of the content of Education

(1) The Institute shall respect the advice and views of the ANC Education

department in directing and determining the content and orientation of

the training of students at the Educational Institution of the

i e. the syllabi and carricula. The views of the
_',~_.

liberation movement,

Education Department on these matters shall be made known to the

'Inetitute at all times through the Director of the Institute who shall

If he an ex~officio member of the Education department.
himse

Education Committees shall be directly responsible

(2) The ARC Regional

to the Education department regarding their contribution to the

Educational content of the Education projects.

(C) Financial Management and Accountabilitx.

1. Responsibility for fundraising for all educational projects and

programmes shall be Vested in the Institutte and will be under-

taken by the Directox sf the Institute or under his express over

all direction.

2. The Institute shall ensure that preper records of all funs

collected for Educational projects are kept and maintained.

3. The Institute shall appoint Anditors and ensure thfit the financial

accounts of the Institute are annually «edited.

 



 

   
(4) The Institute shall eatablish appropriate structures for effective

finéggihl management, reporting and accountability within each

educational projet.

(5) Thé Institute shall ensure that proper reports, as approved by the Institute,

ars_§ade available annually to both the ANC and the‘Donors supporting the

educatibnal projects.

Conclusibn

The Adminigt;ative procédures outlined here, afier due consideration by

thé ANC Mid and after apprdval shall be made known to the ANC Membership

through%the Afic mieaiansfénd offices by the Secretary General by means of an

official commuhinicationj‘v
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1. Election of Cha1rman.

2. Formal appointmentof D11ector and consideration of Jab doacription.

TFag' .

3. Directo1‘3 report.777

4. Considerationandqypr9Va1of projects.

(a) Solomon Mahlangu-FreodomCollege. A

(b) Zambia~£giich11nza1 eo11ag§*fo£ South Africans.

(c) Luthuli SchalérShip Fund for South African Refugees and Exiles.

(d) Lutnuli Rolief Fund. 1

5. Considerationofjob descriptionka other proposed Posts.

6. Consideration ofpreposedBudget.

7. AppointmentofBankers and Signatories to accounts.

8- App01ntmentofAuditora.",;s:,. -§V _

9. Dete1m1nation of Financ1a1 year for audit.

10. Considerationandapproval of additional Council Members (Dr Raw Gabriel

Setiloane, Rev Humphrey Taylar, Dr Peter Walshe)

11. Repo1t 9n Sponsors and establishment of a register of Sponsors and

Subscriberé.

12. Appointment of Honorary President

13. Appointment of Honorary Treasurer (Council Member)

14. Any other Business

15. Data of Next Meeting.

  

 



 

 

DIRECTOR

Job Discription

The Director of the Institute shall be responsible for the over-all

development, supervision and management of all the projeets of the Institute.

It will be his responsibility to ensure that proper management and accounting

structures are established for all projects and that proper reports from

individual projects are annually prepared for presentatioh'to the Council of

_# a

Management. He will ensure that these reports are in all cases invariably

supported by audited accounts prepared and certified by independent local

Auditors in the country where the projects are located.

Another important responsibility of the Director shall be to initiate new ,

projects and to raise funds for these projects after due consideration and

approval by the Council of Management. All the fund raising activities of the

Institute shall either be undertaken by the Director or alternatively undertaken

under his express authority and direction. It will be the Director's

responsibility to ensure that “" proper records of all monies raised or

collected in the name of the Institute are kept and also to ensure that an Income

and expenditure account and Balance sheet are annually prepared for presentation

to the Council of Management.

A ”further important responsibility of the Director shall be the supervision

of the work of all the employees of the Institute, and, subject to retification

of the Council of Management, appoint or terminate the services of staff as

required by the overall interests of the Institute and within the relevant

In addition to all responsibilities outlined above the Director shall annually

prepare a comprehensive report of all the activities undertaken by him on behalf

of and in the name of the Institute together with Audited financial accounte.

 



 

Job description

The Finance Officer shall be responsible for the over-all Financial

Management of the work of the Institute. It will be his responsibility to

monitor all the financial transactions of the Institute and to ensure that

expenditure incurred by the Institute is in accordance with the mandates

and procedures laid down by the Council of Management. The Finance Officer,

in the exeréise of his duties, shall be directly responsible to the Director.

It will be the responsibility of the Finance Officer to ensure that preper

Books of Account are kept for the Institute and that, subject to the authority

of the Director all financial otligations of the Institute are met including

the processing of salaries of staff and all remittances to the projects of the

Institute and other individual beneficiaries.

In the fullfilment of—his general duties the Finance Officer shall

prepare periodic financial reports at intervals to be defermined as required

from time to time in the interests of the institute. In.carrying out all

these tasks and responsibilities, the Finance Officer shall always act in

consultation with the Director.

'x

An important responsibility of the Finance Officer, as part of the

responsibility for pr0per financial management, shall be to investigate

alternative avenues of investment for the funds of the Institute in the

overall interests of increasing the funds of the Institute and, consequently,

the capacity of the Institute for greater effective service. The Finance

Officer shall also be entrusted with the responsibility to ensure the preper

and reasonable up—keep and maintenance 0f the Office premises of the Institute.

 

 

 



 

 
 

 

ADMINISTRATIVE SECRETARY

‘Job descrigtion

The Administrative secretary will be responsible fer the over-all

administration of the officellof the Institute. Her responsibilities will

include assistance to the Director in the general managemeht of the office;

and servicing the meetings of the Management Cquncil; taking minutes
attending

of Council and Annual General meetinglu handling and attending to the 1

correspondence of the Institute; attending to issues of personnel Management

and contracts of staff employment.

The Administrative Secretary will have responsibility to act in the absence

of the Director and subject to the Direstor's directives. She / He will be :;,;

work, projects and

programmes of the Institute. Accordingly she I he must have extghsive

th Africa and the situation generating Refugees and Exiles

knowledge of Sou

from that country. She / he must be committed to Refugee work and have a

w

geneneral understanding of the problems of South African;agffig§§§ eat E;E1!Bq

The person occupying this post will primarily be responsible to the

Director of the Institute and accountable to him. As this is a senior past

tive experience and also

applicants must be graduates and possess administra

be qualified in typing and shorthand.

 

  

 



 

 

EDUCAEION CQUNSELLOR

.7 Job discription

 

The Education Counsellor will be responsible for giving advice to

.atudents regarding the choice of appropriate courses at study, Institutions

where the intended courses of study are offered, orientation and counselling

of students upon arrival in the UK, keeping records on individual students

whose studies are funded by the Institute including the courses for which

they are enrolled, collect and collate completed scholarship applicatlen

forms an&;g.fer.n¢§§check the eligfiulityof applicants for s€ho1aships and

pare summaryimformation sheets for presentation to the Awards Committee
pre

It will be the responsibility of the-Tv
for consideration and decision.

at the award entitlements of students are paid
Education Counsellor to ensure th

This responsibility neeessarily requires close consultation

I
I

regularly.

between the Education Counsellor and the Finance Officer.

Another important duty of the Education Counsellor will be to give edvice

to students.on personal. social and general Jacademic - issues. The Education

Counsellor will be directly responsible to the Director and will report to him

on all ~sepectefoiihih'bi her work;

It is essential that the applicant for this post must have a substantial

understanding of the British Education system, be a qualified social worker

and be interested in refugee work. An understanding of the political, social

and economic situation in South Africa will be an advantage.



 

REGIONAL mfiESENTmVE (AFRICA)

Job description

The Regional Representative (Africa) will have responsibility for the

placement of students in institutions of learning in Africa; give advice to

w...LT

students regardihé the choice of courses of study and at which Institutions 1&5

Ithagg>cofiig;§*ggg‘5ffgrréa? The Regional Representative will also be responsible

for keefiing records on all award holders sponsored by the Institute and studying

in Africa including the course for which they are enrolled. He/She will also

have the responsibility to monitor the academic progress of students through

contact with the academic institutions at which the students are studying.

Another responsibility of the Regional Representative will be to compile and

keep records of the future plans of students whose studies are sponsored by the

Institute including their fififii qualifications at the end of their studies.

An important responsihility of the Regional Representative will be to

provide counselling to auexdholders on condititions inithe different African

countries including advice on personal problems and the problems of

resettlement outside South Africa. It is essential that the applicantihg

a graduate, have an extensive knowledge of conditions in fiifferent Educational

Institutions in Africa and also to have an interest in Refugees. It should

be appreciated that this is a responsible, challenging and senior position and

that the successful applicant will be directly responsible to the Director of

the Institute.

A further responsibility of the Regional Representative will be to ensure

that awardholders have their allowances and entitlements paid regularly and on

time; to achieve this the Regional Representative will have to be in regular

contact with the Finance Officer and it will be his/her responsibility to provide

/ i all the necessary information regarding amounts payable and .tfiéut1nega gfien

these are due. 
 



 

RECEPTIONISTZTYPIST

Job description

 

The Institute will employ a Receptionist who has typing qualifications.

The duties covered by this post will include the operatioh of the Switch

Bdhrd and hfisworihgc outside Calla” taking messages ana ensuring that these

are preSented to appropriate staff, typing duties and receiving and attending

to guests. The person appointed to this post will be expected to do typing

work for other staff employed by the Institute.

The appointee will b. directly responsible to the Administrative

general
Secretary and may be require fnom time to time to assist in the

clerical secretarial work within the organisation.
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