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OPERATIONS MANAGER
Full time position

Position Description

The Centre

The National Children's and Youth Law Centre is Australia's national community legal centre dedicated to promoting and supporting children's and young people’s rights.  The Centre's services of advocacy, information and education are delivered nationally by LawMail (an email information service for children) and its legal information website, Lawstuff and through its networks.  The Centre is governed by a Board. 

The Staffing Structure and Its Funding Base

The staffing structure which the Centre is intending to launch comprises the Director, the Operations Manager, the Principal Solicitor, a Cyber Volunteer Project Assistant and a Finance Officer.

This staffing structure has been developed for the next stage of the Centre’s development. As a small NGO, it has limited recurrent funding. This staffing structure is not yet fully supported by current recurrent funding. The Centre has secured cash reserves to support this structure into 2012. It hopes to secure additional funding during this period. As a result at the time of recruitment, these positions should be regarded as permanent subject to funding. 

The Board is looking for an Operations Manager to be a crucial part of a committed team of staff and volunteers to build the Centre’s next stage of development. The Centre has a strong reputation in legal, human rights and children’s advocacy circles but needs to consolidate its internal management. It is an innovative provider of legal services and a leading force for child rights in Australia. It attracts fabulous contributions from its volunteers and staff and its existing partners but remains underfunded.
The Position in Context

In May 2010 the Board decided to create a new Management team for the Centre. It separated the Director and Principal Solicitor into two positions. And it created an Operations Manager position. The intention of this division was to ensure a strong team with management depth and experience that would enable the Director to build the profile of the Centre while the Operations Manager takes responsibility for the day-to-day management of the Centre’s services and projects and the Principal Solicitor focuses on the continuing quality of the legal services for the Centre’s client group, children.
The Operations Manager will be responsible for the internal management of the Centre, its activities and its projects. The Manager will be a keen problem solver who understands the importance of planning, monitoring and reporting and will work effectively and collaboratively in the Management Team.
The Manager will be responsible for the management of the Centre’s web and technology resources which are key to the future of the Centre as an innovator and as responsive to the communication preferences of children and young people.
The Management of the Centre
Whilst the Director will be the most senior staff position, the Operations Manager will also work closely and collaboratively with the Board (particularly the Finance Committee) to ensure effective accountability and reporting. On a practical level, there will need to be considerable sharing of management responsibility for problem solving, maintaining staff and volunteer morale, meeting accountability requirements and developing external relationships.

The Board will be available for mentoring to all members of the Management Team and there will be the opportunity for flexible approaches to work as long as all accountabilities are met. The Board’s Finance Committee will work with the Operations Manager (and the Finance Officer) but will also involve the Director in crucial financial decisions. Responsibility for project management will be shared by members of the Management Team and involvement in planning and reporting will also be a shared responsibility – guided by the practical skills and experience of the Operations Manager.

Duty Statement:

The Operations Manager is responsible for the internal management of the Centre, its activities and projects.
Accountability

The Operations Manager will report to the Director, will be a member of the Management Team (the Director, the Operations Manager and the Principal Solicitor) and will be ultimately accountable to the Centre’s Board. The Operations Manager will report regularly on the management of the Centre and will work at the direction of the Director and in accordance with the Code of Conduct and policies approved by the Board to meet the strategic objectives of the Centre.

Areas of work:

· Manage the Centre’s activities and projects supported by the Management Team.

· Manage, supervise and support staff and volunteers.

· Manage the office (both physical and virtual) including necessary maintenance, insurance and risk management.

· Ensure the Centre meets all accountability and reporting requirements including to the Board, funding bodies and Centre partners.

· Manage and develop the Centre’s web resources within the available funding.
· Manage the Centre’s short term projects (whether funded or unfunded) which provide the Centre with flexibility to meet its key objectives.
· Assist in maintaining and developing the Centre’s key relationships and networks.

· Build collaboration within the Centre, the Board and its networks and relationships

The Operations Manager will use decision-making processes which include full and effective consultation with relevant staff members.

Requirements for the Position:

Essential

· Commitment to the principles of the UN Convention on the Rights of the Child.

· Proven ability in management of organisations or in settings involving varied stakeholders and networks.

· Proven ability in project management.

· Proven ability to work collaboratively and flexibly.
· Proven ability to prepare successful funding applications.

· Proven ability in working in online environments.
Desirable:

· Experience in management in a community based setting.

· Experience in legal service delivery

· Demonstrated understanding of access issues for children and young people.

· Experience in management of organisations or settings involving advocacy and public policy development.

· Experience of working with web content management systems.

Current Terms and Conditions

Full time

Based on Grade 7 of the Modern (Federal) Social and Community Services Award

Remuneration - $55 000 per annum plus superannuation plus entitlement to a negotiated salary packaging arrangement.

The position is based in Sydney but some interstate travel may be required.
A ‘Working with Children’ Check and / or National Police Check will be required.
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