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Khulisa (meaning ‘to nurture’ in Zulu) is an award-winning national charity with 
South African roots. Our programmes have been successful in reducing violence 
and conflict in post-apartheid South African communities since 1997 and was 
first piloted in the UK in 2007. Since then, Khulisa has developed a reputation as 
experts in reducing reoffending and crime by supporting young people and 
prisoners to explore the root causes of their disruptive or violent behaviour, very 
often this behaviour is symptomatic of experiences of trauma, abuse and 
neglect. 
 
We have worked in prisons since 2007 and in schools and pupil referral units 
(PRUs) since 2011, delivering SEL (social and emotional learning) programmes. It 
is now widely accepted that children’s social skills (such as conscientiousness, 
self-discipline and perseverance) are more accurate predictors of their health, 
wealth and criminal history in later life than IQ or social background . As such, 
Khulisa’s team of therapists work with young people to provide a range of 
interventions which are designed to build social and emotional skills. Over time 
we have also realised the critical importance of young people having positive 
relationships and being in an environment which responds effectively to their 
emotional needs. As a result, we now take a whole-school or whole-prison 
approach, delivering our interventions in tandem with professional training for 
prison officers and teachers. 
 
Our 2021-24 strategy has seen Khulisa take further steps into this work, by 
increasing our attention to other key relationships in a young person’s life (i.e. 
their peers, parents and carers). Khulisa is a charity funded predominantly by 
grants from Trusts and Foundations and sales. With a team of 17 staff (and 6 
freelance facilitators), we support 1,000 young people and train over 3,000 
professionals each year. Our key partners include local authorities, schools, and 
prisons. We are also members of London Youth, Clinks, the SCYJ and various 
other community groups that promote the wellbeing of vulnerable young 
people. 
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About Khulisa

“It was as if this programme was made for me, I was in 
the right place and I learnt that people want me 

around. I learnt how to trust people. It helped me get 
more confidence and it helped me a lot to control 

myself. 
I’m proud of myself, I did really well compared with

how I am in class” 
– Billy, 13
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Our Core Beliefs
Trauma is the root cause of violence, social exclusion and crime. Young 
people who experience trauma or adversity are proven to experience delays 
in social and emotional development. This can have life limiting 
consequences and often leads to life of violence, social exclusion and crime.

Emotional Health is the key indicator of positive life outcomes for young 
people. Young people who are demonstrating repeated patterns of violent or 
disruptive behaviour are expressing a social or emotional need which is not 
being met. They need support and adequate care, not further punishment or 
exclusion.

Social & Emotional Skills are proven to promote positive life outcomes and 
are disproportionately valuable to the most disadvantaged groups. But, new 
skills will only do so much for young people. We must build skills whilst 
helping individuals to build positive relationships in nurturing environments. 
These are the three essential conditions for positive wellbeing.

Our Values
• To Nurture: Supporting growth and capacity to enable greater emotional 

intelligence individually and as a team (self-awareness)
• To Restore: Working effectively and restoratively as part of a team – a 

strengths-based approach to problem-solving and conflict resolution 
(Relational)

• To Empower: Enabling others to thrive and make healthy choices for self, 
others and the organisation (Community)

• To Guide: Leading projects, teams or people in pursuit of our purpose 
(Moments of Truth)

Khulisa facilitator delivering an ice-breaker

‘Khulisa’s programme has had a 
deep impact on several of the 

students. It has opened a bit of a 
Pandora’s Box for some students 

and is just the beginning of a 
process that the students will 

need continued support with.” 
 - College Principal, NewLAP 

College, Newham, 2019
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Finance and Administration Officer

Reporting to - Director of Finance and Operations
Role type - Permanent contract 
Hours - (flexible) 16-20 hours per week
Salary and benefits - Up to £31,500 pro rata

● 25 days holiday (pro rata) plus 1 week leave at Christmas at discretion of 
the CEO

● A day off on your birthday
● £150 wellbeing allowance
● Pension scheme contributions
● Regular team socials

Location:  Hybrid working between office and home, ideally London-based but 
will consider remote workers based in the Manchester or Birmingham
Start date - As soon as possible
Benefits: Alongside a competitive salary, Khulisa offers a vibrant, well-being 
oriented culture and generous benefits for employees.

 

Why Now? 
 
Khulisa is responding to rapidly increasing demand for services, caused in part 
by the outbreak of Covid-19 and subsequent lockdown which left many 
vulnerable children isolating in harmful or disrupted environments. We’ve worked 
tirelessly to meet this heightened demand and our team is growing quickly. This 
year we’re looking at 30% growth, with an aim to provide 320 young people with 
intensive support they so desperately need, and thousands more through light 
touch interventions and systemic change.
 
Over the next five years, we aim to support over 30,000 young people through 
direct support and through training professionals who care for them. To make 
this happen, we need expert infrastructural support to ensure that our team, and 
the systems and processes which drive efficient ways of working, are properly 
resourced. As such,  we are seeking an experienced Finance and Administration 
Officer, who is familiar with the needs and processes of charity finance and a 
growing team. You’ll be joining us at an exciting time as we scale out support to 
some of the UK’s most vulnerable young people and help transform their lives. 

You’ll be joining a high performing team, and managing interesting and complex 
day to day challenges of a growing charity. This is a crucial function for Khulisa 
and in return for the skills and experience you bring, we offer a competitive 
salary, excellent holiday allowance and an annual £150 wellbeing allowance. A 
wonderful opportunity to learn and grow, we invest in our team to develop the 
leaders of the future and with rapid growth underway, potential to develop your 
career and move upwards supported by a highly talented and supported team 
is available for the right candidate. We can’t wait to meet you!
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Job Description

To succeed in this role, we’re looking for someone who is highly organised and reliable, 
detail-oriented and capable of managing and meeting competing deadlines. You’ll be 
responsible for the day to day management of business-as-usual processes in finance, 
and supporting the administrative needs of the operations team. You’ll work closely with 
the Head of Finance and Operations, the COO and the Senior Operations Officer to ensure 
the smooth management of finance processes and administration including accounts 
receivable, accounts payable and month end processes. You’ll also be supportive of HR 
administration, supporting contract creation and record keeping for team members. 

Main duties

Updating financial records & assisting the Head of Finance and Operations in producing 
high quality financial information / reports
Working with Excel, ApprovalMax, Quickbooks and Google Drive to process and manage 
data, contracts, invoices, expenses and payments
Working to collect payments from outstanding debtors, or process timely payments to 
creditors
Managing staff contracts, induction and leaving processes, and team administration such 
as annual and sick leave

Detailed job duties and responsibilities
 
Accounts Payable

● Processing invoices & expenses, making sure all data is present and correct and 
recorded accurately, and on time

● Managing the payment run (twice monthly) in keeping with deadlines
● Managing supplier remittances
● Supplier liaison, ensuring suppliers are kept informed and up to date on funds owed, 

and requesting missing data
 

Accounts Receivable
● Accurately processing sales invoices, donations & grants in a timely manner
● Debt management, ensuring outstanding payments are addressed and completed
● Customer liaison

 
Month End

● Completing and sharing reconciliations for sign off by Head of Finance and 
Operations and / or COO

● Completing journals ensuring a high level accuracy and detail
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Person Specification

Essential

● Bookkeeping experience ideally for a charity, with budget experience up to 
£1M

● Administration and support for team of at least 15 people 
● Demonstrable experience of being highly organised and able to meet 

competing deadlines
● Confident knowledge of finance terminology, processes and systems
● Confident communication skills with across a range of stakeholders, and 

ability to manage the expectations and needs of your colleagues
 
Preferred experience 

● Working in a charity with a mix of different income streams
● Use of Quickbooks, ApprovalMax and GDrive
● Experience working in a busy and fast paced team environment
● Accounting qualification 

Administration
 

● Overseeing employee records making sure they are kept up to date and 
accurate

● Issuing contracts / HR documentation for new and existing employees 
● Recording, monitoring and reporting of employee absences 
● Maintenance of payroll records, including the payroll database
● Research and support on embedding of new cloud based HR system
● Secure processing, storage and archiving of all candidate data in line with 

our GDPR policy
● Supporting operations officer with transition to automated HR platform
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How to apply

To apply, please send us a one page cover letter outlining your suitability for 
the role and when you are available to start, along  with a CV of no more 
than 2 pages, referencing  your skills and experience. 

Application deadline
 
Please email Cover Letter and CV  to alessia@khulisa.co.uk by no later than 
5.00 PM on April 30th, 2022, using the subject line ‘Finance and Admin Officer 
Application’

Interviews will take place on the afternoon of Thursday 05 May.

Thank you for considering Khulisa, and good luck with your application! We 
can’t wait to hear from you! 

“I found the process very relaxed and engaging, 
enabling me to make an informed decision about my 

suitability for the role and organisation.”  
- Tara, Director of Finance and Operations
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CVs and Supporting 
Statements should be sent to 
alessia@khulisa.co.uk
 
We look forward to hearing 
from you. 

www.khulisa.co.uk 

info@khulisa.co.uk

@KhulisaUK


