
 

POSITION DESCRIPTION – PART TIME 
CHIEF EXECUTIVE OFFICER (CEO) 

 
The CEO is responsible for the overall strategic and operational leadership of Living 
Languages including supporting good governance activities, stakeholder engagement, 
financial management and funding applications and acquittals. 

Executive Summary 

Living Languages supports the sustainability of Indigenous languages and Indigenous 

peoples’ ownership of their language documentation and revitalisation. We are responsive to 

community need, and travel around Australia, to provide training, advocacy, networking and 

professional development. 

We are a passionate team in a dynamic workplace working remotely from various parts of the 

country: we value open, collaborative relationships, both with the Indigenous language 

practitioners we support, as well as within our own team. We aim to support self-determination 

in the design and delivery of all our programs. Our Head Office is currently situated in North 

Melbourne. 

About the Role 

This is a hands-on position, you will relay strategic direction, provide leadership and manage 

the operations, people and culture, finances and reporting for the organisation. This role 

reports directly to the Board through the Chair and other means of recurrent reporting. This 

role can be based in our North Melbourne (Vic) office or from home anywhere in Australia.  

Our small, dedicated team are located across Australia. The CEO will ensure they are 

equipped and supported to deliver quality training programs and initiatives to Aboriginal and 

Torres Strait Islander peoples and their communities. 

This is a great opportunity to learn, grow and further develop your leadership skills within a 

community-controlled environment. 

We strongly encourage Aboriginal and/or Torres Strait Islander peoples to apply. 

Hours of Work 

Flexible part-time role. CEO 0.7 FTE for an initial contract of 6 months (February 2022 - July 

2022) with scope to continue beyond, pending funding. 

Remuneration 

The CEO’s salary is $107,000.00 per annum pro-rata. As listed above, the role occupies 

0.7FTE. Gross Salary will be $74,618.42. 

Other Benefits 



• Work in a small and supportive organisation 

• Work from anywhere in Australia, or from our office in Melbourne 

• Provided with a laptop and computer equipment, as well as professional ICT support 

• Salary sacrifice options  

• Employee Assistance Program 

Duties 

The duties of the CEO are listed below, though not limited to:  

• Provide strategic and operational leadership to Living Languages’ programs and 
projects 

• Work closely with the Board of Directors to ensure good governance standards are 
followed and the strategic plan is implemented 

• Provide the Board with comprehensive information and timely advice on governance 
and operational matters affecting the organisation 

• Manage and mentor staff to achieve productive, meaningful and lasting employment 
opportunities which benefit the organisation, the individual and the communities we 
work with 

• Develop and maintain effective working relationship with funding bodies, key 
stakeholders, and project partners 

• Lead the development and implementation of the organisation’s operational plan 
• Manage program finances, including produce and monitor budgets and expenditure, 

financial acquittals and audited reports, in cooperation with external accountants 
• Prepare funding applications and performance reports 
• Develop and implement Living Languages’ Policy and Procedure Framework, in 

partnership with the Board 

• Other duties as required 

Essential Skills & Experience 

• Ability to engage and work effectively with Aboriginal and/or Torres Strait Islander 
people, organisations and communities 

• Experience working in a senior management role, preferably with a not-for-profit 
organisation 

• Experience working with a strong Board of Directors  

• Proven track-record leading people and teams 

• High-level project management skills, including design, managing, monitoring and 
reporting  

• Financial management including developing budgets 

• Stakeholder engagement  
• Excellent written and oral communication skills for a variety of audiences 

Desirable skills 

• Experience in using Microsoft 365 programs including SharePoint, Outlook and Teams 

• Knowledge of, or interest in, language revitalisation and maintenance of Aboriginal 
and/or Torres Strait Islander languages 

Responsibilities 

The responsibilities of the CEO are listed below, though not limited to:  

• Developing business plans, budgets and strategies for consideration by the board and, 
to the extent approved by the board, implementing these plans, budgets and 
strategies; 
 



• Ensuring the organisation’s operations and business are within the parameters set by 
the board from time to time and that the board is kept informed of material 
developments in the organisation’s affairs, operations and business; 

• Where proposed transactions, commitments or arrangements exceed threshold 
parameters set by the board, referring the matter to the board for its consideration and 
approval; 

• Identifying and managing operational and corporate risks for the organisation and, 
where those risks could have a material impact on the organisation, formulating 
strategies for managing and mitigating those risks, including for consideration and 
endorsement (as applicable) by the board; 

• Managing the organisation’s financial and other reporting mechanisms, and control 
and monitoring systems, to ensure that these mechanisms and systems capture all 
relevant material information on a timely basis, are functioning effectively and are 
founded on a sound basis of prudential risk management; 

• Ensuring that the board is provided with sufficient accurate information on a timely 
basis in regard to the organisation, its operations, business and affairs, and in 
particular with respect to the organisation’s corporate performance, financial condition, 
operations and prospects, so as to reasonably position the board to fulfil its governance 
responsibilities; 

In addition to the responsibilities listed above the CEO should also execute the following: 

▪ With respect to Board accountability, the CEO should: 

- Report to the board on the status of policies, strategies, directions and plans 

(business and otherwise) set or approved by the board; 

- Inform the board of all events within, or which reasonably should be within, his/her 

knowledge or awareness, which may or do have a material impact on the 

organisation’s activities or well-being; 

- Observe limitations of authority as set from time to time by the board; and 

- Regularly meet and consult with the chair (as the lead representative of the board) 

on all such matters. 

▪ With respect to leadership, the CEO should: 

- Provide a strong, clear leadership to the organisation; 

- ensure the organisation’s code of conduct/values is a living document, regularly 

updated, monitored and communicated with ongoing training provided; 

- Provide internal leadership direction, goals and energy to the organisation’s 

personnel; 

- Create and sustain a culture of innovation and enablement, underpinned by 

and expressing the values and philosophy of the organisation; 

- Monitor and interpret the external environment in order to continually position 

the organisation in its markets to best advantage; 

- Maintain awareness of political, governmental, business and industry 

components of the external environment, on a local, national and international 

level; 

- Participate in appropriate business and professional associations, networks 

and activities relevant to the organisation’s interests; 

- Ensure relationship building with external stakeholders. 

▪ With respect to overall management oversight and responsibility of the organisation, 

take responsibility in: 



- The appointment and management of key executive and management 

personnel; 

- Setting up, maintaining and reviewing organisational structure, systems, 

policies, processes and procedures, in order to guide, support, inform, service 

and monitor the prime functions of the organisation; 

- Ensuring legal, ethical and professional practices and boundaries consistent 

with the organisation’s code of conduct/values are adhered to; 

- Ensuring financial activities are managed within agreed budgets and informing 

the board in a timely manner should the CEO become aware of any material 

adverse movements to the budget; 

- Ensuring effective and efficient functioning of the organisation and all its 

operating divisions. 

▪ With respect to overall integrity, at all times personally behaving and conducting 

him/herself: 

- Consistent with the organisation’s code of conduct/values; 

- In such a manner so as not to bring the organisation into disrepute or 

disrespect. 

Application 

Submissions should include: 

1. a cover letter that addresses the ‘duties’ and ‘Essential Skills & Experience’ sections 
of this Position Description and your experience relevant to the role. 

2. Current Curriculum Vitae (CV) / Resume including two referees 

SUBMISSION 

Please submit your application via email to Living Languages Chair, Mr Robert McLellan 
board@livinglanguages.org.au  

DUE DATE 

Applications will be received up until 5:00PM, Sunday 23rd January 2022 if not filled 
before. 

 

For more information or to discuss the role further, contact Robert on the email provided 
above.  

 

mailto:board@livinglanguages.org.au

