
 

POSITION TITLE: Project and Facilities Manager  

APPOINTED BY: Chief Executive Officer 

REPORTS TO: Chief Executive Officer 

STATUS: Permanent, full time (38 hours per 
week) 

DATE: November 2021 

POSITION DESCRIPTION 

BACKGROUND 
Girl Guides Tasmania is part of the world-wide movement of more than ten million Girl 
Guides and Girl Scouts operating in over 152 countries across 5 regions. This progressive, 
non-political voluntary organisation is empowering girls and young women to discover 
their potential as leaders of their world by providing a values based, flexible and dynamic, 
non-formal educational program. 

The organisation embraces girls and women from a diverse range of backgrounds, 
cultures, socio-economic groups, and geographical areas and provides a supportive 
environment within which they can extend their personal boundaries. Organisational 
leadership at all levels is provided by skilled, open-minded women. 

PRIMARY PURPOSE OF THE POSITION 
Under the direction of the CEO, the Project and Facilities Manager is responsible for the 
management and coordination of projects, properties, and facilities of Girl Guides 
Tasmania that directly contribute to the achievement of Girl Guides Tasmania’s mission, 
purpose, and strategic goals. The position is also responsible for leading and managing 
advocacy and policy positions to support Girl Guiding in Tasmania together with the 
development of programs through the provision of authoritative advice and support to 
the CEO on resource and project management.  
 
The role requires someone who is flexible and adaptive to the changing pace of the 
organisation and is highly motivated, with strong values fit. 
 
The Project and Facilities Manager is a permanent, full-time role and: 
 

1. Is an integral member of the Girl Guides Tasmania Team 
2. Contributes significantly to the strategic, operational, and financial success of Girl 

Guides Tasmania  
3. Works flexibly with a wide variety of people in a dynamic environment 
4. Exercises authority in line with appropriate delegation that centres on the Girl Guides 

Tasmania membership, all interested groups, staff, and volunteers 



RESPONSIBILITIES 
  Project Management 

•  Achieves operational objectives by contributing information and recommendations 
to strategic plans and reviews 

• Prepares and completes project plans including relevant reports, application 
processes and supporting documentation to support each plan 

• Leads and implements an annual review of volunteer experience, policy, productivity, 
quality, and customer-service standards 

• Resolves problems, completes audits, identifies trends, determines system 
improvements, and implements change to support the strategic plan 

• Enhances Girl Guides Tasmania’s reputation by accepting ownership for 
accomplishing new and different requests and exploring opportunities to add value 
to the volunteer and member experience 

• Meets financial objectives by forecasting requirements, contributing to the 
preparation of the annual budget, scheduling expenditures, analysing variances, 
and initiating corrective actions 

• Lead and support end to end grant application process including research, 
submission and reporting requirements 

• Lead and support event and fundraising calendar and events in line with strategic 
goals 

Facility Management 
• Administration of occupancy agreements (leases, licenses, management 

agreements) for GGT’s properties including liaison and negotiation with District 
Managers and Volunteers and maintenance of the schedule of third-party hirers 

• Maintain and update the property database incorporating all property records for 
GGT and authorised parties’ renewals (E.g. insurance, lease renewal, security and 
emergency preparedness) 

• Assist CEO in reporting to Finance Audit and Risk Committee and GGQ Board as it 
applies to Property related activities 

• Liaise with contractors to obtain quotes for works required at properties 
• Ensure all Statutory and Regulatory obligations that fall within the area of 

responsibility are met. 
• Assist in implementation and review of Property Asset Management Strategy and 

Property Policy and procedures as it applies to Property related activities. 
• Oversees building and grounds maintenance in line with Policy for all Girl Guides 

Tasmania’s properties and leased assets 
• Oversee IT maintenance and operations to ensure equipment is working adequately 

etc 
• Ensures security and emergency preparedness procedures are implemented 

properly. 
• Ensures that the facility is clean and maintained according to company policy and 

procedures. 
• Lead and coordinate room bookings, issue of keys and security codes 
• Leads general accounting tasks, such as accounts payable and budgeting. 
• Oversees and supervises the quality of work for other employees to ensure that all 

tasks are performed correctly, efficiently, and effectively. 



• Manages and reviews service contracts  
• Conducts and documents regular facilities inspections 
• Checks completed work by vendors and contractors 
• Recommends maintenance, mechanical, electrical, and facility design modifications 
• Develops, implements, and communicates workplace safety precautions to 

employees and volunteers 
• Forecasts, allocates, and supervises the financial and physical resources of the 

facility management including end to end administration of grant funding and 
insurance renewals processed and procedures 

• Support CEO with stakeholder management of project implementation 
• Develop and implement the annual marketing and communications strategy for 

GGT properties 

Governance, Risk, Compliance  
• Support CEO in the delivery of annual review organisational governance and 

associated compliance to build into annual project plans 
• Seek to continuously improve GGT’s corporate governance policies and practices 
• Ensure all statutory and regulatory compliance requirements of Girl Guides 

Tasmania’s Board are met, including monitoring changes in relevant legislation and 
the regulatory environment including ensuring the currency of the GGT Constitution 

• Maintain ACNC compliance 
• Contribute to and develop internal procedures and policies that support 

organisational efficiencies and compliance 

Selection Criteria: Qualifications, Skills and 
Experience 

• Enthusiastic, friendly team play who is willing to show initiative, bring their ideas 
to the workplace and contributes to a positive workplace culture 

• Demonstrated stakeholder engagement skills with 3-5 years management 
experience (at a minimum) 

• Experience and/or formal qualification in a facility management, business, 
information management, finance, project management or related field 

• Demonstrated proficient skills with Office 365 including spreadsheet software and 
project management software 

• Excellent written and interpersonal communication skills 
• Excellent organisational skills including the ability to work independently, set 

priorities, and manage variable workloads. 
• Strong analytical, conceptual, and critical thinking skills. 
• Demonstrated ability to manage projects to agreed timelines, budget, and 

deliverables with a high level of attention to detail 
• High level of initiative decision making, and problem-solving skills with a ‘can do’ 

attitude 
• Familiarity with applicable local, state, and federal laws and regulations 



Desirable Attributes: 
• Experience in the Not-for-Profit Sector including a sound appreciation of the 

principles and best practice facilities and project management. 
• Knowledge of relevant legislation in Tasmania relating to WHS, ACNC and 

other relevant industry requirements 
• A passion for volunteering 
• Current drivers’ licence 

THE WORK ENVIRONMENT 
• The position is located at Guide House in Bellerive and travel may be required for 

the role. 
• A satisfactory National Police Check, Working with Vulnerable People registration 

and signing of the Association’s Code of Conduct is mandatory. (Police and 
WWVP checks will be at GGT expense) 

• The position must maintain confidentiality in respect of all information, records 
and personal details of members, prospective members, and colleagues. 

• The successful candidate must have a general understanding and enthusiasm for 
the aims and philosophies of Girl Guides Australia 

• The successful candidate is expected to always act with integrity, respect, and 
courtesy in alignment with the Guiding Promise and Law and the Girl Guides 
Australia Code of Conduct 

• The successful candidate is expected to always act in accordance with Guidelines, 
GGT Constitution and Policy and Procedure 

• The successful candidate is expected to maintain the commitment of Girl Guides 
Queensland to a child safe culture and conduct any ongoing training as required 
 

From time to time the duties associated with this position may change. Girl Guides 
Tasmania reserves the right to review this position description and alter duties 
(appropriate to the position) as required 

 


