
 

 

 

 

 

 
Position Description: Operations Manager 
 
Position Status: Permanent part-time - 21 hours per week, days to be negotiated  
 
Position reports to: Centre Director/Principal Solicitor  
 
Salary range: SCHCADS Level 6, plus the benefits of tax-effective salary sacrifice benefits. 
CTBMCLC also offers an above award enterprise agreement, including various leave 
provisions such as an additional 2 weeks ex gratia paid leave inclusive of public holidays 
between Christmas and new year. Employer funded superannuation is paid in accordance with 
the Superannuation Guarantee (Administration) Act 1992, and is in addition to the gross salary 
offered. 
 
Role and Context of position  
CTBMCLC is part of a national community legal sector, providing frontline legal assistance to 
people, also using preventative strategies such as community development, legal education 
and law and policy reform projects to inform, strengthen and empower the community we 
serve.  
 
The Operations Manager position is part of a team consisting of the Centre Director/Principal 
Solicitor, Solicitors, Tenant Advocates, Administrator/Volunteer Coordinator, Community 
Caseworker, and volunteers, who work to deliver free and confidential legal advice, 
information, casework and referrals for individuals and groups who reside the Central 
Tablelands and Blue Mountains, especially those on low incomes or otherwise disadvantaged 
in their access to justice. 
 
This position is based in Katoomba and outreach to other locations will be required as directed. 
Some work outside of 9am-5pm may be required from time to time. 
 
The primary role of the Operations Manager is to maintain the overall functioning of the Centre 
on a day to day basis including, the provision of operational assistance to staff, and assistance 
with meeting compliance requirements such as accreditation standards and funding 
agreements.  
 The role also entails identifying funding opportunities and drafting funding applications. 
 
The Operations Manager is also responsible for workplace health and safety.  
 
Delegated Authority 
As per Chart of Delegations 
 
Key Responsibilities  

1. Governance  
a) monitor compliance with the Associations Incorporation Act 2009 (NSW), Australian 

Charities and Not for Profits Commission Act 2012 (Cth), Charitable Fundraising Act 
(1991) and the Fair Trading Act (1987); 

b) ensure CTBMCLC membership records are maintained 
c) make all arrangements for the AGM, consistent with legal requirements  



 

d) oversee the preparation of the Annual Report. 
 

2. Service Planning and Development 
a) contribute to the development of strategic and operational plans, including risk 

management and communications plans, by arranging and participating in planning 
meetings,  

b) identify appropriate funding sources relevant to CTBMCLC’s strategic plan and work 
priorities and prepare submissions in consultation with the Centre Director/Principal 
Solicitor (CD/PS), staff, and the Board. 
 

3. Compliance 
a) oversee the preparation of the Centre’s Annual Report,  
b) assist the CD/PS to prepare the acquittal reports and other documents required to 

comply with all agreements between CTBMCLC and funding bodies and service 
partners in conjunction with the CLCNSW Financial Service Program (FSP), 
ensuring where necessary that Board members sign acquittals 

c) coordinate submission of evidence of compliance with all standards prescribed by 
Community Legal Centre’s Australia Accreditation; and  

d) monitor CTBMCLC’s adherence to the accreditation workplan. 
 

4. Human Resources 
a) ensure compliance with relevant industrial awards and conditions  
b) develop and maintain human resource policies and procedures 
c) prepare staff position descriptions in conjunction with the CD/PS 
d) maintain personnel records for all paid staff 
e) assist with recruitment of paid staff in conjunction with the CD/PS, by collating 

applications, and creating a schedule of interviews.  
 
5. Financial Management 

a) authorise timesheets and payment of accounts 
b) maintain financial records including ensuring payment and expenses are allocated to 

correct categories  
c) maintain contents and asset registers in conjunction with FSP  
d) participate in the preparation of the annual budget 
e) prepare and submit banking documentation 
f) liaise with FSP to ensure compliance with relevant legislative frameworks including 

participating in annual audits, and checking the accuracy of financial reports. 
 

6. Coordinate CTBMCLC operating systems 
a) develop operational policies and procedures in conjunction with the CD/PS and all 

staff 
b) ensure that office equipment is functional and well maintained across all offices 
c) ensure that information and communications technology is up-to-date and secure 

and manage procurement; leasing contracts for property, vehicles, insurances and 
equipment and other service agreements with contractors/consultants as required 

d) ensure outreach locations are resourced and supported. 
 
 
 

7. Workplace Health and Safety 
a) review and update workplace health and safety (WHS) policies and procedures as 

needed 



 

b) monitor compliance with WHS policies and procedures by conducting an annual 
audit of the workplace, and individual workstations and making recommendations for 
improvement 

c) conduct annual WHS inspections at outreach locations, and  
d) generally, ensure that the workplace is safe and secure. 

 
The Operations Manager may be requested to undertake other duties, consistent with this 
position, as required or directed from time to time. 
 
Organisation Expectations  

1. Governance and Accountability  
All employees will:  

a. Adhere to CTBMCLC Constitution, philosophy, policies and procedures including state 
and federal legislation, funding body service agreements, the National Association of 
Community Legal Centre’s Risk Management Guide and industry standards;  

b. Document work in line with required standards;  
c. Ensure the complete and accurate collection of client data and entry onto CLASS client 

database;  
d. Perform all reasonable duties requested by the CD/PS;  
e. Attend internal supervision sessions.  
 
2. Teamwork  

All employees will:  
a. Attend staff, team and casework meetings when required and contribute to decision 

making;  
b. Contribute to CTBMCLC planning relevant to own work, including implementation of the 

Strategic Plan;  
c. Contribute to a positive and cooperative work environment;  
d. Follow through on commitments;  
e. Contribute to housekeeping tasks;  
f. Notice and discuss areas for process improvement;  
g. Act to support volunteers, management and other staff members.  

 
3. Development  

All employees will participate in required training and ongoing professional education.  
 

4. Workplace Health & Safety  
All employees will understand the WHS Policy, and how they can participate and support the 
implementation of the WHS Policy.  
 
Supervision  
At CTBMCLC, supervision is considered to be an integral part of service delivery and 
workforce management. The development and maintenance of skilled and supported workers 
depends in large part on the support and structured reflection provided by the supervision 
framework.  
 
Supervision has a number of benefits for workers, clients, and the organisation, including: 

− A forum of accountability for those to whom the worker is accountable (clients, 
organisation, profession) 

− A reflective space for workers to identify their strengths and weaknesses and any 
personal issues that may impact on their professional practice 

− An opportunity for workers to build their skills and identify areas for future development 
in a supportive environment. 



 

 
Supervision is a requirement for all workers at CTBMCLC and is provided internally through 
supervision with direct supervisors as well as externally once a month. 
 
Selection Criteria 
Essential 

1. Operational Management   

a. experience managing service delivery in the context of community legal sector 

needs (or similar community-based experience), funding bodies’ requirements, 

service agreements and organisational strategic direction.  

b. Demonstrated experience in managing an office including management of staff, 

administrative management and program development. 

c. Experience in researching and working with data, both internal and external, to 

support the development of funding applications and service development 

2. Financial specific knowledge – a sound knowledge of budget development, 

monitoring and reporting in accordance with relevant compliance requirements. 

3. Leadership – able to motivate and help workers understand and perform their role in 

meeting program needs and encourage workers to contribute to program improvement.  

Able to work collaboratively across all management areas in the organisation. 

4. Emotional Intelligence – ability to identify, assess and manage oneself and the impact 

of actions on others, to appreciate difference and to build confident professional 

relationships with team members to enable effective performance management 

processes. 

5. Communication – highly developed written and verbal communication skills.  Able to 

communicate with a variety of key stakeholders e.g. funding bodies, local, state and 

national networks in a confident and professional manner in a variety of ways. 

 
Desirable: 

- Experience working in, or knowledge of community legal centres 
- Knowledge of and experience with MS Sharepoint and Teams.  
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