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Position description: The Operations Manager is the lead role for Old Ways, New, working across
all internal systems and operations, general administration and supporting the CEO. Reporting to
the CEO, this position is a key role within our fast—paced team, contributing to the strategic
direction of the company; supervising the overall functioning of business operations, including

finances, staffing, policies, marketing and goal-setting,

Working collaboratively with colleagues and building on research undertaken with Elders,
Traditional Custodians, community, stakeholders and users, the Operations Manager creates the
overall strategy, and designs the supporting systems, for all Old Ways, New strategic design and
technology projects. With a high degree of strategic oversight and focus on the detail and a
commitment to two-way learning, the Operations Manager helps Old Ways, New create culturally
grounded services, technoiogies and piaces that are sociaiiy, environmentaiiy and technoiogicaiiy

sustainable.

Responsibilities:

Developing operations strategies

Ensuring a culturally safe workplace

Running the day-to-day operations such as the production or distribution of services
Planning and overseeing the implementation of new software programs and or systems
Facilitate training of new software and or tools

Analysing and improving processes

Setting and reviewing budgets and managing costs and cash flow

Managing invoicing processing and tracking

Overseeing staffing leave, TIL and perﬁ)rmance reviews

Developing policies and procedures and management of sub-contractors

Enforcing health and safety procedures

Managing the recruitment of internal staff

Build and maintain a HR talent pipeline



Organise team culcural education and social events

Administer employment contracts, payroll, superannuation and other employment-related

processes

Stay up to date with the latest employment regulations and ensure HR policies reflect
current law

Develop and maintain culturally relevant HR practices and processes

Support and administer the professional learning and development needs of the team

Provide administrative and operational support to the CEO and the business

Work with Elder’s in Residence to ensure operational practices are cultura]ly grounded.

We are secking an Operations Manager with the following actribuces:

Experience working with Indigenous communities and or organisations
Problem solver

Critical thinker

Analytical

Excellent oral and written communication skills

Conflict resolution skills

Attention to detail.

Software and Tools, (experienced to intermediate):

Xero

Harvest

Google Suite, in particular, Sheets
Microsoft suite, in particular, Excel
Slack

Asana

Adobe Suite, in particular, Indesign



