
   
 
   
 
 

Position Description 
    
Title:    Chief Executive Officer 
Salary:  circa $100K pa (FTE) plus super 
Employment basis: Part time (0.8) Contract 
Location: Cultivating Community office, Elizabeth Street, Richmond 
 
Closing Date:  COB 9th December 2019 
 
ABOUT CULTIVATING COMMUNITY 
 
Cultivating Community is a lean organisation with a small team of committed staff. 
We are currently refining our strategic direction for the next 3-5 years and setting 
priorities for 2020, to ensure that we can continue our work with diverse and low-
income communities to create fair, secure and resilient food systems. 
 
Our purpose is to inspire a healthy and just world.  Our Vision is for joyful, 
connected communities who care for each other and our earth. We create 
nourishing and educational food and gardening experiences.  We nurture wellbeing 
and a sense of belonging.  We embrace people, place and culture through food and 
gardening. 
 

Since 1988, our primary focus has been the management and support to community 
gardening in public housing estates as a vital way to enable people from 
disadvantaged backgrounds have control over the food they eat. More broadly, we 
believe that local growing of food is an essential component of the food systems 
that we aspire to, improving health, food security, the aesthetic of our urban spaces 
and community spirit. We offer a range of services supporting sustainable 
community food projects. These include: 

 
 Delivering school food garden programs in a number of schools across 

Melbourne as well as professional development opportunities for educators 

 Supporting over 700 tenants in 20 Public Housing Community Gardens 
 Establishing the Fitzroy Food Centre and supporting other food systems 

projects 

 Workshops for Local Government and the wider community on 
environmentally sound food waste reduction, composting and food growing 

 Consultancy on communal garden design, construction and governance. 
 
POSITION OBJECTIVES: 
 

 Create a positive organisational culture and provide leadership and strategic 
direction for the organisation.  

 Drive business development and leverage the organisation’s DGR status to 
access broader sources of funding. 



 Lead the organisation in meeting contractual requirements and service 
agreements. 

 Ensure organisation compliance with all relevant statutory and legislative 
requirements and obligations. 

 Manage the organisations budget and finances, current and future business 
planning and all aspects of infrastructure and business operations.  
 

KEY RESPONSIBILITIES: 
 
Stakeholder Relationships 

• Report to and work with the Board to develop the organisation’s vision, 
mission, and goals, and the corresponding strategies, plans, policies, 
procedures and budgets to achieve them; 

• Oversee the development and implementation of relevant and reliable 
evaluation processes to ensure outcome and impact reporting is timely and 
compelling.  

• Advocate for and promote the organisation with stakeholders, funding 
bodies and the general public; 

• Works with funding bodies to establish innovative and effective models for 
service delivery and guide implementation by staff. 

 Provide confident and cogent public messages, in line with the Mission; 
 Provide leadership to the staff of the organisation, facilitating professional 

development, team building and collaboration to achieve the organisation’s 
goals. 

• Motivate employees to create and maintain a proactive, positive and 
productive work culture and deliver on contractual obligations and programs 
and operations. 

• Ensure excellent customer relationships and service delivery.  Assist in 
resolution of gardener disputes or refer to alternate authority as appropriate. 

 
Leader of Change 

• Seek new business development opportunities aligned with strategic 
direction, and together with the Board, determine those most appropriate 
and the timing of these. 

• Ensure systems are in place to ensure that staff and Board have sufficient, 
accurate and up-to-date information to undertake their duties and 
obligations, including necessary support structures for staff; 

• Demonstrate a thorough understanding of the sector and the current issues 
to anticipate emerging opportunities and risks for the organisation.  

• Take proactive steps to ensure that risks are managed and opportunities 
leveraged. 

• Act as the interface between the organisation and the community 
• Act as the spokesperson for the organisation 
• Oversee promotion activities; including the annual report and social media 

profile. 
 
Manager 

• Implement strategic and business plans and oversees all consultation and 
other projects; 

• Manage direct reports and oversees employee relations, ensuring effective 
performance management and professional development processes, in 
accordance with policy and the Enterprise Bargaining Agreement or Award to 



ensure a positive and productive workplace; 

 Manage all financial operations, including development of the annual budget, 
ensuring availability of adequate resources and building and diversifying the 
organisation’s asset base to support service delivery; 

 Review financial performance, identifying issues promptly, and prepares 
monthly financial report for the Board meetings; 

 Ensure the collection and reporting of all information required for acquittals 
to ensure accountability to funding bodies; 

• Ensure compliance with Cultivating Community’s OH&S policy and 
procedures and with OH&S legislative requirements; 

• Initiate quality improvement activities to support continuous improvement. 
 
KEY SELECTION CRITERIA 
 
 Proven leadership qualities including excellent communication skills, problem 

solving, priority setting and strategic thinking capabilities and the ability to 
impart vision and implement strategic goals. 

 Significant senior management experience, preferably within the not-for-profit 
sector and working with a Board of Management. 

 Demonstrated experience in people leadership and in successfully implementing 
organisational change. 

• An ability to create a professional and motivated work environment, and build 
and nurture staff engagement in teams to collaboratively achieve results 
through behaviours aligned to organisational values. 

 Demonstrated experience and capacity in financial, budget and service planning 
and management, together with the ability to monitor efficiency. 

 Demonstrated ability to source diverse income/funding streams and support 
from a wide range of stakeholders including government, academic institutions, 
community organisations and members of the public. 

 High level project management and planning skills. 
 Relevant tertiary qualification in business, HR, commerce or management (or 

the equivalent work experience). 

 A current Victorian Driver’s License is essential (for manual vehicles) and a 
current Working with Children and Police Check or ability to obtain one on 
engagement 

 Knowledge of food systems and policy, both locally and nationally, as they relate 
to the areas of program activity is desirable. 

REPORTING RELATIONSHIPS 
The CEO is directly accountable to the Board 
 
ORGANISATIONAL RELATIONSHIPS 
Internal Liaisons: Chair and/or Board members as required, Cultivating 
Community staff and volunteers 
External Liaisons: Department of Health and Human Services, Community Garden 
Program Manager, estate tenants, schools, funding bodies, community groups or 
organisations, contractors, Australian City Farms and Community Gardens Network, 
schools, government statutory authorities and agencies, general public and media. 
 
ACCOUNTABILITY AND EXTENT OF AUTHORITY 
The authority and freedom to act in the position is subject to Cultivating Community 
objectives, policy guidelines, legal requirements and budgetary constraints of  the 



position. 
 
OTHER 
Phone – Mobile phone will be provided for work use. 
Contract – 3 year contract with 6 month probation period 

Postal address: PO Box 8, Abbotsford, Vic 3067 
Website: www.cultivatingcommunity.org.au 
Enquiries:  Dr Karen White M 0414 709 306 
 

http://www.cultivatingcommunity.org.au/

