
MCC Service Opportunity 
 
Assignment Title: SALT/YAMEN: Office Administrator – Sandra  Jones Centre 
 
Term: August 10, 2017 – July 14, 2018 
FTE: 1.0 
Location:  Bulawayo, Zimbabwe 
Date Required: August 10, 2017 
 
MCC is an equal opportunity employer, committed to employment equity. MCC values diversity and 
invites all qualified candidates to apply. 
 
Synopsis:   
 
Program details at mcc.org/salt and mcc.org/yamen 
 
The SALTer/YAMENer will serve at Sandra Jones Centre, an organization that supports children in 
crisis and focuses mainly on abused children. The SALT/YAMENer will be responsible for the smooth 
running the offices and build relationships with the girls who have lost trust in adults due to their abuse 
and abandonment. 
 
Qualifications: 
 
All MCC workers are expected to exhibit a commitment to: a personal Christian faith and discipleship; 
active church membership, nonviolent peacemaking. 
 

1. Proven experience as an office administrator, office assistant or relevant role. 
2. Qualifications in secretarial studies is an asset.  
3. Knowledge of office management software. i.e. Excel, MS Office, etc. 
4. Competent in prioritizing and working with little supervision.    
5. Self-motivated and trustworthy.    
6. Fluency in English. 
7. Willingness to live as a member of an African household, learning a new language 

(Ndebele/Shona), new customs, foods, communication patterns, modes of travel, modes of 
worship and new ways of living. 

8. Interest and ability in working with orphans, abused and abandoned children.  
9. A demonstrated pastoral heart specifically geared toward spiritual discipleship, mentoring, 

and relationship-building. 
10. Leadership skills, problem solving skills, flexibility and openness to change and new 

experiences.   
11. Willingness to play a mentoring role and ability to identify leadership skills in others. 
12. Ability to work in a place where systems move slowly and there are long bureaucratic 

protocols. 
13. Willingness to actively participate in church, community and family life. 
14. Ability to work as a team player; participate in MCC Zimbabwe team life. 
15. Patience, flexibility, and good sense of humor. 

 
Assignment Narrative: 
 
The SALTer/YAMENer will work directly with the Sandra Jones Centre (SJC).  SJC is a center for 
children in crisis and focuses mainly on abused children. The target group is children between the ages of 
3 – 18 years.  SJC also has a baby’s home, which accommodates the babies from the girls who were 
raped and became pregnant as a result. 



 
SJC also provides a residential care facility for children who have been either abandoned or removed 
from their home due to abuse.  SJC also plans to begin vocational skills training for the girls who have 
had no formal education.   
 
Through living either with a host family or at the Sandra Jones Centre, the SALT/YAMENer will: 
 

• Realistically test their gifts, limitations, and their call for further training and longer term cross-
cultural service. 

• Grow spiritually as their faith is challenged and nurtured in a cross-cultural    setting. 

• Broaden their understanding and appreciation of the lives of their brothers and sisters in their host 
country and further mutual trust, relationships and caring. 

• Help to dismantle the stereotypes and prejudices that exist between cultures both during the 
exchange year and upon their return to their home countries. 

 
This SALT/YAMEN assignment focuses on administration duties such as drafting correspondence, 
scheduling appointments, organizing and maintaining paper and electronic files, or providing 
information to callers.  
 
The main goal of the SALTer/YAMENer will be to be an example of Christ’s love to the children - to 
provide compassion, a listening ear, and to build relationships with the girls who have lost trust in adults 
due to their abuse and abandonment. 
  
Duties:   
 

1. Co-ordinate office activities and operations to secure efficiency and compliance to company 
policies.  

2. Supervise administrative staff and divide responsibilities to ensure performance. 
3. Manage agendas/travel arrangements/appointments etc. For the upper management. 
4. Manage phone calls and correspondence (e-mails, letters, packages etc.) 
5. Support budgeting and bookkeeping procedures. 
6. Create and update records and databases with personnel, financial and other data. 
7. Track stocks of office supplies and place orders when necessary. 
8. Submit timely reports and prepare presentations/proposals as assigned. 
9. Assist colleagues whenever necessary. 

 
Location Description: 
 
Located in southern Africa, Zimbabwe is home to 12,973,808 people according to the Zimbabwe Statistics 
2012 Preliminary Census Report. Bulawayo is the second largest city with close to a million people. It is 
the nearest large city to the resort towns of Hwange National Park, Matopo National Park and the 
majestic Victoria Falls. It is a beautiful city with tall buildings.  
 
In Zimbabwe, there are 3 seasons: summer, winter and spring. Bulawayo is generally warm, with 
temperatures of 25+ being very common in the summer (September-April), and a mild winter.  It is a semi-
arid region which receives no rainfall for part of the year, often resulting in droughts.   
 
Bulawayo is a multicultural city. The population diversity is white; Indians, colored, black. The majority 
of the population of Bulawayo belongs to the Ndebele ethnic and language group, who descend from a 
19th century Zulu migration and are a minority in Zimbabwe.  
 



English is the official language with Ndebele and Shona being the main indigenous languages. Most 
residents are able to speak three languages; Ndebele, Shona, and English. The people are friendly and 
welcoming. 
 
Challenges: 
 

• Since February 2009, Zimbabwe has been recovering from a low economic base. Growth 
decelerated between 2010 and 2012 due to policy inconsistencies and political uncertainty. 
Widespread urban poverty and being commonly approached for handouts is something the 
SALTer/YAMENer would have to be prepared to face and adjust to. 

• The government education system managed to bring up literacy levels but the challenges seen 
since the year 2000 have resulted in many children dropping out of the school system.  Other 
challenges are high unemployment and high cost of medical care.  The political environment is 
highly unstable but without violence.  Political activist are often the targets of violence. 

• Regular (almost daily) power outages and severe water restrictions are a feature of life in 
Zimbabwe. Though the telephone and internet system in Zimbabwe is improving, the 
congestion of network and failure to connect will occur at times.  

• Managing frustration when things don’t turn out as expected can be hard. While we do our best 
to determine and outline job responsibilities with our local partners, assignments really come 
alive based on the passions, skills, and giftings of an individual. Responsibilities may change or 
be refined over time in communication with supervisors to meet the ongoing changes and needs 
within a local context. As such, the greatest characteristics a participant can bring to an 
assignment are adaptability, flexibility, patience, a willingness to get your hands dirty, and 
humility to complete even mundane tasks.  

• For those who are very task-oriented, it can be a challenge to recognize the importance of 
"being" instead of always "doing," as building healthy relationships and mutually transformative 
learning is an important part of the SALT/YAMEN experience. We hope participants will come 
with a desire to walk alongside our local partners, rather than to see the assignment solely as a 
way to "get things done".  

 


