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Brief description of the main roles in the KAMINHOS Project

» Legal representative:

1.

Legal and institutional representation

e Act as the legal representative of the KAMINHOS Project before the government,
funders, administrative authorities, partner institutions, and legal entities.

* Sign contracts, agreements, minutes, official statements, and legal documents on
behalf of the Project, as delegated by the Congregation of the Missionary Sisters
of the Precious Blood.

* Ensure that all legal and administrative acts of the Project comply with Mozam-
bican law and the internal regulations of the Congregation.

. Contract management and formal responsibility for human resources

e Sign employment contracts, amendments, termination agreements, and other
formal documents related to Project staff.

e Approve relevant administrative decisions regarding human resources, ensuring
transparency and legal compliance.

e Assist the Project Director in interpreting and applying labour and institutional
regulations.

. Oversight of administrative and documentary compliance

* Review and approve official documents related to the operation of the centers
(licenses, registrations, certifications, formal statements).

e Ensure that all institutional documentation - financial, legal, labour-related, or
programmatic - is organized, up-to-date, and properly filed.

e Oversee processes involving audits, inspections, or external legal reviews.

. Institutional relations and coordination with the Congregation

e Serve as the official liaison between the KAMINHOS Project and the leadership
of the Congregation of the Missionary Sisters of the Precious Blood.

* Keep the Congregation informed about relevant decisions, institutional risks,
legal requirements, and the Project’s strategic development.

e Support the Project Director and Center Directors in complying with the Congre-
gation’s guidelines and applicable canonical norms.
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. Ensuring integrity, ethics, and institutional protection

e Safeguard the ethical and reputational integrity of the Project in the public and
institutional spheres.

* Ensure that contracts, partnerships, and institutional agreements comply with
the Congregation’s values, principles, and ethical standards.

e Ensure that legal documentation complies with internal policies, including the
Child Protection Policy, within the scope of legal responsibilities.

. Strategic support for the Project Management Team

e Advise the Project Director on legal, administrative, and institutional matters
that may impact overall management.

e Contribute, when necessary, to high-stakes decision-making processes (e.g., pro-
curement of goods, strategic partnerships, major contracts).

e Serve as an institutional point of reference in situations requiring the Congrega-
tion’s authority or formal intervention.

» Project director

1.

Strategic leadership and institutional vision

eEnsure that the Project is strategically aligned with the mission, values and gui-
delines of the Congregation of the Sisters of the Precious Blood.

e Set strategic priorities, annual targets and cross-cutting guidelines for all centres.

e Translate the institutional vision into concrete plans for development, expansion
and continuous improvement.

. Governance, internal policies and compliance

e Approve internal policies, annual plans and key human resources decisions.

* Ensure that all centres comply with legal, ethical and institutional standards,
including internal regulations, administrative procedures and the Congregation’s
guidelines.

e Coordinate internal or external audit processes, where applicable.

. Financial management and fundraising

e Secure funding for the project, ensuring its financial sustainability in the medium
and long term.

e Raise funds through institutional partnerships, fundraising campaigns, and enga-
gement with donors and new funders.

e Oversee the overall budget, approving financial allocations, investment priorities

and the responsible use of resources.
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. Relationships with funders and accountability

e Prepare and submit funding applications, narrative reports and financial reports
to funders, meeting deadlines and technical requirements.

e Ensure transparent, regular and high-quality communication with all partners,
both national and international.

* Represent the project at meetings, site visits, audits, conferences, and external
evaluations.

. Monitoring, evaluation and institutional learning

* To carry out continuous monitoring of the centres’ activities, results and indica-
tors, identifying progress, challenges and best practices.

* To guide processes of continuous improvement, institutional learning and team
capacity building.

* To consolidate technical and strategic information from the centres for planning
and decision-making.

. Overseeing the implementation of protection policies

e Monitor the implementation of the Child Protection Policy and the Code of Con-
duct across all centres, ensuring full compliance.

e Lead corrective actions in cases of risk or breaches of child protection standards.

* Promote ongoing training in safeguarding and a culture of protection across the
entire team.

. Overall coordination and support for the centre managers

e To provide technical, administrative and strategic guidance to the Centre Mana-
gers.

» To facilitate communication between centres, promote standardisation of proce-
dures and support the resolution of complex situations.

* To ensure that each centre has the necessary human, material and training re-
sources.

» Deputy director/Financial manager:

1.

Supporting the Project Director
e Support the Project Director in the overall coordination of the program and ensure
administrative continuity.
e Stand in for the Project Director on an ad hoc basis, within the defined scope of
responsibilities.
e Facilitate communication and alignment between management and the PSMs.
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2. Financial management of the Project
e Organize and track financial records, including expenses, supporting documents,
and simple reconciliations.
e Assist in preparing and monitoring the annual budget.
* Review financial documentation submitted by the centers and ensure it complies
with internal procedures.

3. Accountability and Reporting
e Prepare, in collaboration with the Project Director, financial reports for funders
and the Congregation.
e Consolidate financial information from the centers and ensure clarity and consis-
tency in the data presented.

4. Administrative and Human Resources Support
e Assist in organizing contracts, timesheets, and other administrative records.
e Provide guidance to PSMs on basic administrative procedures, as needed.

5. Compliance with Standards and Document Organization
e Ensure that administrative and financial procedures comply with the internal stan-
dards of the Project and the Congregation.
e Maintain up-to-date, organized, and confidential records.

» Administrative Assistant:

1. Support to Management and Financial Administration
eSupport the Project Director and the Deputy Director/Finance Manager in daily
administrative tasks.
e Contribute to the organization and smooth functioning of internal coordination
processes.
e Ensure follow-up on tasks and deadlines defined by Management.

2. Administrative and document management
e Organize, file, and maintain up-to-date administrative and financial documents.
e Support the preparation of contracts, correspondence, and other documents.

3. Basic financial support
e Organize receipts, expenses, and simple financial records.
e Support the consolidation of financial information from the centers.
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. Communication and coordination

e Support communication between Management, Administration, and PSMs.
e Organize meetings, schedules, and basic records.

. Compliance

e Ensure confidentiality and proper organization of information.
e Comply with internal procedures and the Child Protection Policy.

» Sisters in charge of the centres (Project Site Manager/PSM):

1.

Leadership and general management of the centre

e Coordinate and oversee all the centre’s activities.

e Oversee the overall administrative, educational and psychosocial management.
e Make the day-to-day operational decisions necessary for the centre’s running.

. Quality assurance and technical supervision

* To oversee the quality of the educational, psychosocial and pastoral activities carried
out with the children.

* To monitor cases involving vulnerable children and provide guidance to the team in
complex situations.

. Safeguarding and internal policies

e Ensure that the Child Protection Policy and the Code of Conduct are understood and
followed by the whole team.
e Ensure the safety, wellbeing and protection of children in all the centre’s activities.

. Institutional representation

e To represent the centre in dealings with local authorities, partners, community organisa-
tions, schools and the Church.
* To develop and maintain partnerships that strengthen the centre’s activities.

. Team supervision

e Supervise the work of the teachers, assistants, cooks and security staff.
* Organise the allocation of tasks, monitor performance and promote ongoing training.

. Administrative and financial management.

* Manage local financial control, including procurement, stock management and the ap-
propriate use of resources.
e Oversee the centre’s internal logistics (catering, supplies, maintenance).
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7. Records and reports

* Prepare all necessary records and reports on activities and the children being suppor-
ted.

e Communicate regularly with the Project Manager regarding needs, progress and chal-
lenges.

» Educators:

. Educational Support and Academic Monitoring

e Conduct academic support activities, reinforce learning, and assist children with their
homework.

e Help children at different academic levels using simple, age-appropriate methods.

e Monitor academic progress and report any observed difficulties or significant improve-
ments to the PSM.

. Daily Supervision and Basic Emotional Support

* Be present during the center’s routines, providing a safe, organized, and welcoming en-
vironment.

e Observe the children’s behavior and well-being, offering a listening ear and support
when necessary.

e [dentify signs of emotional, social, or family concerns and report them immediately to
the PSM.

. Psychosocial activities and positive social interaction

e Facilitate recreational, playful, and socialization activities, promoting cooperation, re-
spect, and positive interactions among the children.

e Conduct simple group activities that foster self-esteem, creativity, and participation.

4. Children’s safety and Child protection

e Strictly comply with the Child Protection Policy and the Code of Conduct.
e Ensure safe behavior in all activities, guiding children when necessary.
* Report any signs of risk, neglect, or inappropriate situations without delay.

. Relationships with Families and Home Visits

e Support the PSM and the Assistants in conducting home visits, gathering basic informa-
tion about the family’s situation.

e Help strengthen communication between the center and the guardians, always with
respect and discretion.
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. Records and internal communication

e Maintain basic records regarding children’s participation, behavior, and relevant observations.

e Contribute to the center’s periodic reports, ensuring that the information provided is
clear and accurate.

e Communicate regularly with the PSM and the team, coordinating interventions and
needs.

. General support for the center’s operations

e Assist with organizing the space, storing materials, and preparing activities.

e Collaborate on events, cultural and recreational activities, and community initiatives.

e Work as a team with Assistants, Cooks, and Security Guards to ensure the center’s
smooth daily operations.

» Assistants:

. Support for educational and learning activities

e Support educators in providing academic support, supervising homework, and organi-
zing learning groups.

e Assist children with specific learning difficulties by offering simple guidance appropriate
to their level.

* Help maintain an organized, calm classroom environment conducive to learning.

. Daily supervision and basic emotional support

* Be present during the center’s daily routines, ensuring that children feel safe, suppor-
ted, and welcomed.

* Observe signs of distress, sadness, conflicts, or behavioral changes, and inform the Edu-
cators or the PSM.

e Offer a listening ear and basic emotional support, in accordance with the team’s guidelines.

. Assistance with psychosocial and recreational activities

e Collaborate in the preparation and conduct of recreational, playful, artistic, or sports
activities.

* Promote participation, respect, and positive interaction among the children.

e Assist in managing the materials used in the activities.

. Safeguarding and protecting children

e Strictly comply with the Child Protection Policy and the Code of Conduct.

e Ensure that interactions with children are always appropriate, safe, and respectful.

e Immediately report to the PSM any situation of risk, inappropriate behavior, or suspec-
ted abuse or neglect. 8|
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. Home visits and family relations

e Accompany educators or the PSM on home visits, assisting in observing the children’s
living conditions.

e Gather basic information about living conditions, needs, and family dynamics, always
with respect and discretion.

e Help strengthen communication between the center and families, in accordance with
the team’s guidelines.

. Simple records and internal communication

e Maintain attendance lists and basic records regarding children’s participation, behavior,
or needs.

e Share relevant observations with the team to support comprehensive care for the chil-
dren.

e Assist in preparing information for internal reports when requested.

. Logistical support and center organization

e Help tidy up spaces, prepare materials, assist with practical activities, and organise the
center’s environment.

e Collaborate, when necessary, with the kitchen, logistics, or small operational tasks.

e Work as a team with Educators, Cooks, and Caretakers to ensure the center’s smooth
daily operation.

» Cookers:

. Meal Preparation

e Prepare daily meals in accordance with the meal plan established by the center.

e Ensure that food is prepared hygienically, carefully, and on time.

e Ensure appropriate portion sizes and the organized distribution of meals to the children.

. Kitchen hygiene and organization

e Keep the kitchen, utensils, and storage areas clean and tidy.

e Ensure proper food preservation by checking expiration dates, conditions, and appro-
priate storage methods.

e Comply with basic food hygiene and safety standards.

. Simple management of stock and supplies

e Monitor the quantity of food and supplies available.

* Notify the PSM when restocking is needed.

* Receive and store food delivered to the center, ensuring organization and proper re-

cord-keeping when necessary. 9|
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. Support for the center’s general operations

* Assist with the preparation of snacks, events, and special activities when requested.

e Collaborate with the team to maintain a clean and functional environment in food-rela-
ted areas.

e Guide children in small kitchen-related tasks, when appropriate and safe.

. Compliance with internal policies

* Respect and apply PSM guidelines regarding organization, hygiene, and safety.

e Comply with the Child Protection Policy and maintain appropriate conduct in all interac-
tions.

e Ensure confidentiality and act responsibly when using the center’s materials and food.

» Guardss:

. Facility Security

e Monitor the entry, exit, and movement of people within the center, ensuring order and
security.

e Conduct regular patrols of the center’s indoor and outdoor areas, checking gates, win-
dows, and equipment.

e |dentify suspicious situations and immediately report them to PSM and the team.

. Protection of children and staff

* Ensure that the environment is safe for children, staff, and visitors.

* Take preventive measures to avoid accidents, conflicts, or inappropriate behavior in
common areas.

e Always act with respect, calmness, and appropriate demeanor toward children and the
community.

. Basic control of materials and property

e Ensure the integrity of the center’s property, including doors, furniture, and outdoor
spaces.

e Notify PSM of any damage, repair needs, or structural risk situations.

. Support for daily operations

e Assist with opening and closing the facilities, in accordance with the center’s guidelines.
e Support the team with minor logistical tasks, when requested.

e Collaborate in organizing events or special activities that require access control.
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. Compliance with internal policies

e Follow PSM guidelines and comply with internal regulations.

e Respect the Child Protection Policy and maintain safe and appropriate conduct in all
interactions.

e Ensure confidentiality and accountability in the performance of your duties.

» Volunteers:

. Support for center activities

e Support the team in daily activities, always following PSM guidelines.

e Assist in organizing games, recreational, artistic, or play-based activities with the chil-
dren.

e Help create a welcoming, organized, and safe environment.

. Basic supervision of children

e Supervise children during certain activities, ensuring basic attention and care.

e Promote positive interaction, respect, and collaboration among the children.

® Report any situation that raises concern or requires special attention to the team.

. Logistical support and organization

e Assist in preparing and tidying up materials, toys, and spaces used in activities.
e Assist with light cleaning and organizing rooms, when requested.

e Collaborate on events or special days at the center.

. Compliance with internal policies

e Always follow the guidelines of PSM and the team.

e Comply with the Child Protection Policy and maintain appropriate and safe conduct in
all interactions.

* Respect confidentiality and act responsibly when interacting with children and families.
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