
 
 
 

Executive Manager 
 
 
 

Location:                Sydney (Broadway) 
Reporting to:          Executive Director 
Travel:                     Domestic and (possibly) International  
Supervising            Project specific fixed contract staff 
Status:                    9 months fixed-term contract / 3-days per week part-time  

 

 
 
The Organisation  
Médecins Sans Frontières (MSF) is an international, independent, medical humanitarian 
organization founded in 1971 that delivers emergency aid to people affected by armed 
conflict, epidemics, healthcare exclusion and natural disasters. MSF offers assistance 
to people based on need alone, irrespective of race, religion, gender or political 
affiliation. MSF Australia and NZ (MSFA) is one of 23 offices and operational centres in 
Europe, Asia, Africa, America and Australasia, providing funding, expertise and staff for field 
operations. Around 3,000 people volunteer their skills every year to work as international 
staff and the organisation also employs around 27,000 locally in project locations around the 
world.   
 
Background   
MSF Australia has undergone significant planned growth over the past eight years, 
achieving a range of strategic ambitions whilst consolidating its position 
as a leading International not-for profit in the Australian sector. With this 
growth timely investment to address a range of emerging internal management priorities 
was undertaken. Among these investments it was planned to support the office of the 
Executive Director with the high workload associated with a range of 
responsibilities. However, the creation of an executive management role was deferred in 
2018 and 2019 due to budgetary constraints. As change-over in the Executive 
Director role is now planned at the end of 2019, this role has become increasingly important 
to support the management of the executive workload, strengthen an 
important transition period, and provide a focal point for some specific complex projects 
requiring strong change management in liaison with Domestic HR within MSFA. 
 

The current model of executive management has been reviewed, and organisational 
alternatives designed to increase management capacity next to the Executive Director were 
developed in a process of consultation with key stakeholders. Work has also been 
undertaken on the development of a clear executive transition plan for 2019-2020. This 
includes an overview of key activities planned during 2019-2020, a timeline for trialling 
a new part time Executive Management role, and the delivery of a range of key 
organisational priorities. 
  



It is the intention of the Executive Director to engage highly skilled support in the delivery of 
a range of key strategic priorities, whilst trialling a support role within the current organisation 
set up and structure. This role will be subsequently evaluated by the incoming Executive 
Director in mid-2020 and may then develop into a permanent role depending on outcomes 
and requirements at that time.   
 
Purpose of the Role 
This is an essential role within the office of the Executive Director, leading on select 
portfolios and working with the Leadership Team and Managers across the organisation to 
ensure MSF Australia and New Zealand operate, adapt and evolve efficiently and 
effectively to meet targeted strategic priorities of the organisation. This requires oversight 
of several important projects that require guidance and facilitation, 
particularly regarding change management requirements including strong communication, 
collaboration and stakeholder management. It is anticipated that lessons can be learned 
from these developing projects that can feed into our understanding of how we can prepare, 
equip and support individuals to successfully adopt change in order to drive organizational 
outcomes in the future.   
  
This newly created role has been developed to meet the increased and growing demands in 
the office of the Executive Director. It is anticipated that a decrease in overall workload for 
the Executive Director will result from delegation, oversight and supervision by this role on 
specific dossiers and task areas. This role intends to reduce an unnecessary bottle neck in 
supervision, support and decision making linked to the development of new initiatives. It 
will also separate some inward from outward facing responsibilities, allowing the Executive 
Director more time for areas that are currently neglected. It is essential that this role 
maintains a strong level of communication and engagement across the Leadership Team in 
general and particularly with Domestic HR in relation to the support of individual staff and 
teams.   
 
 
Overall Responsibility 
 
The role’s focus will be on supporting the development of strategy, projects and 
new emerging initiatives.  Working across all Sydney office departments, the 
role will oversee areas including Strategic Plan development, business 
case reviews, project design thinking, monitoring and possibly evaluation. The role 
will help individuals and teams to grow their knowledge of project design and 
change management in the process. 
 

This role will suit a professional who has expertise and experience in organisational and 
strategic planning, business case and project design, design thinking, change 
management, and organisation design.  This will be crucial to ensure it effectively responds 
to the needs of MSF Australia by strengthening our 
business and enterprise management capacity to complement the strong humanitarian, 
program and technical skills present. 
  



 

 
Main Tasks and Duties  
 

1. Overseeing the Strategic Planning approach for 2020 and supporting the Executive 
Director in the delivery of 4 x year strategic plan for MSF Australia and New Zealand. 

2. Supervision and support to guide individuals and teams in the successful 
development of specific dossiers and complex projects as identified by the Executive 
Director. This currently includes:  

• The development of a successful Digital Business Unit approach within MSF 
Australia  

• The development of an in House Face to Face fundraising program, operating 
alongside, but separate to, MSF Australia  

• The development of an external engagement approach in partnership with 
Academia within the strategic aims and objectives of the Speaking Out Case Studies 
Program  

• The successful role out of Symphony (HR management system) with minimal 
organisation wide disruption   

3. Guidance and mentorship to Heads of Department and Managers engaged in design 
thinking approaches in areas such as the evolution of the Sydney Medical 
Unit, the Digital Business Unit, the executive governance approach, In house 
F2F etc. Other initiatives may emerge/evolve.   

4. In close collaboration with Domestic HR review from direct involvement 
and practice how we manage and support change within the organisation, in order to 
help inform where and how this kind of support could be improved over time.   

5. Improve upon MSFA’s reporting and accountability approach within the new Strategic 
Planning framework to provide clarity and accountability as efficiently as possible to a 
range of key stakeholders including Board of Directors and office. This 
includes recommendations on the use of digital tools (e.g. Power BI) and intends 
to build on the frameworks and systems in place to make improvements in line with 
the needs of the organisation.   

6. Support with mentoring and coaching to staff anticipating 
the development of new business cases, strategies or projects, guiding the use of 
current tools and frameworks, requirements for good stakeholder management and 
internal communication in the process.   

 

Reporting and Accountabilities  
• Reports to the Executive Director  
• Participates in Leadership Team meetings where relevant against specific dossiers 

and responsibilities. [This will be reviewed regularly to ensure the role is best enabled 
to function well]   

• Lead on co-ordinating MSFA’s planning and control cycle, including developing 
reporting dashboards for the Leadership Team and Board of Directors, to design and 
deliver reporting and accountability sessions and workshops as necessary.   

• Establish a planning framework for reporting against objectives of the role, including 
key performance indicators for activities, and key result areas for projects.    

• Meet MSFA’s internal reporting requirements, such as executive updates to 
the Board, annual reports, project specific evaluations, etc.  

• Present and represent dossiers under this role as required to the MSFA Leadership 
Team, Board of Directors and Association  

  



 
  
Relationship Management  

• Work closely with the Executive Director, Executive Assistant and the Leadership 
Team.  

• Work closely with the Head of Domestic HR to ensure alignment and furtherance of 
HR strategy as it relates to the responsibilities of this role  

• Work closely with the Head of Finance and Administration in the development of 
good business practice as this relates to the responsibilities of this role  

• Work closely with Managers across departments to mentor and build skills that 
enable a culture of innovation and change 
through work that is strategized, planned, trialled and tested, monitored 
and assessed  

• Engage with all staff to ensure transparency and knowledge of the position and 
its support functions  

  
Resource Management   

• Manage budget and resource accountability where relevant to this role, including any 
annual budget forecasting, quarterly adjustments, quarterly and annual financial 
reporting  

• Ensure the recruitment, performance management and professional development of 
any fixed contract staff required to resource dossiers under this role  

 

Selection criteria 
 
Essential 

• Minimum of 5 years’ experience in strategic planning, project design and 
project cycle management within the NFP and/or business sector  

• Practiced in design thinking approaches  
• Knowledge and experience in change management process, tools and techniques to 

manage the people side of change to achieve business outcomes  
• Experience in working with senior level executive teams  
• Proven experience of managing medium to large sized projects and teams (teams of 

5 and above, complex stakeholder groupings, medium to high risk mitigation)  
• Proficiency in Microsoft Office365  
• Excellent interpersonal and verbal communication skills, with proven ability to work 

co-operatively in a dynamic but complex organisation  
• Excellent social skills, able to operate with diplomacy, tact and empathy  
• Excellent organisational skills with the ability to meet (sometimes very tight) 

deadlines and manage a complex and varied workload, take initiatives and seize 
opportunities  

• Proven ability to lead and work autonomously, with little direct supervision  
 
Desirable 

• Ability to remain focused and calm under pressure in order to deal with ambiguities 
and conflict  

• Ability to work in a flexible manner including out of regular office hours if required  
• Genuine interest in and commitment to the humanitarian principles of MSF   
• Knowledge and existing network within MSF Australia and the MSF movement  
• Working knowledge of written and spoken French   

 
  



 
Applications 
 
Applications MUST address individual selection criteria.  You should also write a cover 
letter indicating why you want to work for Médecins Sans Frontières Australia and attach a 
copy of your CV.  
 
Please note that a criminal record check may be required as part of the selection process.  
Applicants with criminal records will not automatically be ineligible for the position they are 
applying for. 
 
Médecins Sans Frontières Australia has a Child Protection Policy in place and all 
employees are required to comply with this policy. 
 

Applications close: 27 September 2019 
 
Applications and enquiries to officerecruitment@sydney.msf.org 
 


