
People, Culture and Operations Coordinator

Amala’s mission is to use the power of education to transform the lives of young refugees,
their communities and the world. We are a start-up non profit organisation with big
ambitions to create a deep and lasting impact for young people who are displaced. We have
developed the first international high school diploma for out of school refugee and crisis
affected youth, and we also offer non-formal education courses on topics such as
Peace-building, Ethical Leadership and Social Entrepreneurship.

What makes Amala’s approach to education unique is our human-centred approach,
context-inclusive curriculum and learning programmes that are relevant to the lives that our
students lead today and will lead in the future. Together with our partners, we have reached
more than 1300 young refugees in countries such as Jordan, Greece, Kenya, Malaysia and
Uganda. Learn more about our work and impact here.

Our team comprises 22 members, based primarily in our three countries of operation: Kenya,
Jordan and Greece as well as a global team that spans the UK, Singapore and Eswatini.
Together, we are on an ambitious growth trajectory, aiming to bring transformational learning
to at least 5,000 learners globally over the next three years before pursuing more rapid
growth towards 2030.

Are you our new People, Culture and Operations Coordinator?
We know that our ambitions are only possible if we have the right foundations in place - and
people, culture and operations lie at the heart of this. We have spent the last five years
building an organisational culture where there is a sense of high trust, a commitment to
building our ‘people bigger than our challenges’ and where the wellbeing of people comes
before their tasks.

The People, Culture and Operations Coordinator has a critical purpose of enabling the team
to make an impact, and will continuously be working to strengthen and ‘ground’ the culture
we have built through our systems, processes, rituals and ways of working.The Coordinator
will also play a key role in making our organisational processes more effective and
supporting the Co-Executive Directors in day-to-day operational work.

This is a role with a wide sphere of influence and which will involve collaboration with a wide
range of stakeholders, including Amala’s, teams in Jordan and Kenya and will interact with
Amala’s Board of Trustees and volunteers.

Key responsibilities

People

● Coordinate recruitment processes from start to finish in collaboration with relevant
team members.

https://www.amalaeducation.org/what-is-amala


● Coordinate and own the onboarding experience for new team members and
volunteers.

● Operationalise Amala’s approaches to staff learning and development, ensuring all
team members have an opportunity to grow as leaders.

● Develop and continuously expand the “Amala Brain”, the space where we document
organisational knowledge and practices, ensuring it reflects current decisions and
socialising it as a tool.

● Coordinate the development and implementation of key policies and processes
across the organisation.

● Systematically review and update all human resources data.
● Coordinate team trainings on key areas including safeguarding, data protection,

project management and similar.

Culture

● Devise and support initiatives that bring the global team together and support
inclusion and wellbeing initiatives for team members, including online social
meet-ups and in-person meetings.

● Support on the delivery of cross-organisational projects, focusing on topics such as
team development, ways of working. culture and values.

● Coordinate internal communications - updates, news, keeping our online
collaboration platform Workplace active, making sure that relevant people are kept up
to date with needed information.

● Organising online socials - e.g. ‘coffee mornings’ or ‘after work beers’, Eid and
Christmas socials and celebrations for our remote and country teams.

● Identify and implement online tools that can support team collaboration and optimise
teamwork.

Operations

● Manage and administer Amala’s global office tools, including our internal
communications platform “Workplace.”

● Support to identify and coordinate the implementation of new technology tools that
will enable the organisation to work more efficiently.

● Document organisational processes to enable Amala to grow effectively in the future.
● Project manage production of board papers, including support with writing them, and

ensuring timely input from across the Amala team.
● Plan and coordinate Board meetings, including follow-up and support ongoing

communication with Trustees.
● Coordinate travel and other logistics for in-person meetings.
● Own and maintain an accurate organisational calendar, ensuring teams are aware of

one another’s capacity across the year, and can plan accordingly.
● Support and coordinate travel arrangements to team members.
● Provide finance support to the Co Executive Directors and other team members when

needed.
● Provide other support to the Co Executive Directors and team members as required.



About you
The most important thing about you is that you are passionate about Amala’s mission, that
you are driven to create impact and care deeply about enabling refugees and crisis affected
youth to access high quality education.

We are looking for a People, Culture and Operations Coordinator who is interested in people
and organisational development, takes initiative, can problem-solve and is always looking to
learn and improve. Our ideal candidate is driven, has a cooperative attitude and can work
both independently and as a member of a team, and has an appreciation and understanding
of the highly diverse environments that Amala operates in. You also understand that Amala
is a start-up non-profit that is on an ambitious growth journey, and you are excited to
contribute to enabling this growth.

Experience and skills required

● Demonstrable experience of work in a people, operations or project coordinator
related role.

● Strong interpersonal skills, with an ability to form good working relationships and
with a ‘people first’ approach.

● Well organised with experience of working on projects to deliver activities within an
agreed deadline

● Experience in operating in an international organisation or with diverse populations,
cultures, social and economic contexts.

● Exceptionally strong attention to detail, with a systematic approach
● Strong writing and presentation skills.
● Flexibility and ability to adapt to changing work environments within a growing

organisation, and the motivation to work independently within a remote team.
● Ability to travel internationally several times per year

What we offer
This is a 12 months fixed-term contract with possibility of extension. The role is full time,
fully remote , and subject to discussion, Amala offers a stipend for a co-working space or
similar. We offer a flexible leave policy. You must have the legal right to work in the country
that you are living or will be working from. Since the role will work closely with existing
teams, we would like you to be in a GMT +/-3 time zone.

Salary is subject to experience and location.

How to apply
The deadline to apply is 16 August 2022 (note that this has been extended from 31 July).
Please send your CV and covering letter in English (each a maximum of two pages) that
speak about your motivation and experience for the role to people@amalaeducation.org.
Please name the subject ‘People, Culture and Operations Coordinator’. Applications without
a covering letter will not be considered. In your application, please provide the name, roles
and contact details of two referees. We will not contact them without letting you know.

mailto:people@amalaeducation.org


First round interviews are likely to take place in the week of 22 August 2022. Please note that
applications will be reviewed on an ongoing basis, and we encourage interested applicants
to apply early where possible as we reserve the right to close applications early when we
have received a satisfactory number of applicants.

Safeguarding children, young people and vulnerable persons is a priority for Amala, and we
expect all staff and volunteers to share that commitment. Applicants for any position at
Amala will need to undergo criminal record and background checks as relevant, and must
adhere to Amala’s Safeguarding Policy and Code of Conduct.

We will notify all applicants about the outcome of their application.


