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Position Description 

Deputy Chief Executive Officer  

Part-time (0.8FTE) 

From Date of Appointment to 28 February 2023  

Position Context  

Women with Disabilities Victoria (WDV) is the peak organisation for women 

with disabilities in Victoria. Our mission is to advance real social and economic 

inclusion for women with disabilities in Victoria by being a voice, creating 

opportunities to be visible and heard, building partnerships to deliver the best 

results, and engaging the community to challenge attitudes and myths about 

women with disabilities. 

The role will support the Chief Executive Officer across their key 

responsibilities, to lead and manage the organisation with sound knowledge 

and understanding of the political, social, economic and environmental context 

and ensuring the vision, mission and core values of Women with Disabilities 

Victoria are practiced by all staff and volunteers.  

Employment Conditions 

Classification: Women’s Health Victoria Enterprise Agreement 2007, 

Salary will be negotiated, depending on experience 

plus 10% Superannuation and Salary Packaging 

available. 

Hours of Work:    0.8 FTE (60.80) hours per fortnight 

Tenure:                This position is from the date of appointment to        

28 February 2023 and may be extended subject to 

funding 

Position Location: Level 9, 255 Bourke St, Melbourne   

All WDV staff can choose to work from home or the office until further notice.  
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Probity & Compliance Requirements: 

• Current consent to check and release National Police Record with a 

satisfactory outcome. 

• All WDV employees are required to be fully Vaccinated or provide a 

certified medical exemption. 

• Must possess Australian Citizenship, permanent resident status or 

applicable work visa. 

• WDV is a smoke free workplace 

• WDV meets the special measures requirements of the Equal 

Opportunity Act (2010) for the remedial purpose of promoting or 

realizing substantive equality for women and women with disabilities. 

Position Objectives  

Provide organisational leadership to Women with Disabilities Victoria with a 

particular focus on supporting the CEO to:  

1. Implement Women with Disabilities Victoria’s Strategic Directions.  

2. Manage Women with Disabilities Victoria’s external relationships, including 

with key policy makers, funders and service provider organisations.  

3. Actively develop an organisational culture which:  

• Empowers and supports women with disabilities  

• Promotes role clarity and accountability  

• Values and promotes learning and innovation  

• Supports good governance and good practice  

• Facilitates clear and appropriate communication across all parts of 

Women with Disabilities Victoria  

• Values and engages its membership  

4. Ensure the effective management of the resources of the organisation to 

deliver on strategic and operational priorities and continuous improvement 

processes.  
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Key Responsibilities 

1. Strategic and Policy  

• Lead the implementation and evaluation of the WDV strategic plan.  

• Provide strategic advice to the Board in areas of leadership where 

required.  

• Support the CEO to promote WDV’s public profile in a way that 

achieves influence and attracts resources.  

2. Management of Women with Disabilities Victoria key external 

relationships  

• Support the CEO to advocate for the organisation’s key priorities and 

the interests of women with disabilities at departmental, state and 

federal levels.  

• Develop and maintain strategic networks  

• Support the CEO to develop the public profile of Women with 

Disabilities Victoria  

• Foster a spirit of collaboration amongst government and non- 

government agencies to progress the interests of women with 

disabilities. 

3. Management and Monitoring  

• Ensure the Board of Directors receive information necessary to fulfil 

its governance responsibilities in areas of delegation (membership and 

programs), support the build the membership strategy 

• Work closely with the CEO and advises the CEO in areas of 

responsibility 

• Supervising Senior Operations Manager and Program Managers  

• Ensure the organisation’s compliance with its constitution, relevant 

legislation, regulations, organisational policies and procedures, 

Service Agreements and Partnership Agreements.  

• Ensure early identification and ongoing management of risks to the 

organisation.  
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4. Financial Performance  

• Ensure Women with Disabilities Victoria resources are used to achieve 

the strategic objectives  

• Support the CEO and work closely with the Senior Operations 

Manager to ensure systems and processes are in place and complied 

with to support the WDV Treasurer in ensuring WDV financial well- 

being  

• Support the CEO, Senior Operations Manager and Program Managers 

in identifying funding opportunities and pursue those opportunities as 

supported by the Board. 

5. Human Resource Management  

• Work with the CEO and direct reports (Program Managers and Senior 

Operations Manager) to develop an energised workplace culture that 

encourages the professional contribution of women with disabilities.  

• Develop, monitor and audit personnel practices in keeping with best 

practice, industrial and professional standards.  

• Ensure appropriate information is disseminated to staff.  

• Continue to adopt strategies to recruit women with disabilities into all 

key Women with Disabilities Victoria positions wherever possible.  

ORGANISATIONAL RELATIONSHIPS  

1. Internal  

In addition to direct management of Program Managers and the Senior 

Operations Manager, the Deputy CEO will:  

• Report on delivery of agreed performance measures through the CEO 

to the Board of Directors (attend Board meetings and membership 

committee meetings);  

•  Be responsible for delivery of membership strategy; 

• Act as line manager for Program Managers and Senior Operations 

Manager in the implementation of internal systems and processes to 

deliver the Strategic Plan. 
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2. External:  

The Deputy CEO:  

• Maintains external relationships as agreed with the CEO within the 

disability, community, and health sectors and with government;  

• Supports the CEO in implementation of an agreed on organisational 

growth strategy, including sustaining positive relations and reporting 

to key funding bodies; 

• Remains engaged with women with disabilities.  

General Responsibilities  

The following responsibilities are required to be carried out 

and apply to all staff at WDV: 

• Contribute to WDV’s capacity as a feminist organisation to deliver its 

goals, enable and support high performing teams and foster 

productive internal and external relationships 

• Provide verbal and written reports and activities data as appropriate. 

• Adhere to WDV file saving protocols and use WDV SharePoint and 

employee OneDrive cloud-based document management system. 

• Active involvement in a reflective learning organisation committed to 

strategic and operational planning, setting performance objectives, 

policy development and review, evaluation, risk identification and risk 

management 

• Work within organisational policies, procedures and Enterprise 

Agreement 

• Undertake other duties as directed within each person’s scope and 

abilities 

• Health safety & wellbeing requirements: 

o Participate in and contribute to Occupational Health Safety and 

Wellbeing activities to ensure a safe work environment for staff, 

clients, contractors and visitors. 

o Comply with WDV OHS policies and procedures to participate in the 

achievement of a safe working culture. 

o Follow OHS standards, and raise any concerns in the appropriate 

manner. 
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OHS Advise for this Position  

1. This position may require the following duties to be carried out:  

o Setting up of IT, audio-visual and accessibility equipment  

o Extended time in front of screens and sitting at desks  

o Occasional overnight travel for training delivery 

o Coordination of setup and delivery of training, meetings and other 

events  

o This position will require sustained periods of sedentary work. 

Adjustable desks are provided in WDV offices. 

o  

2. Work undertaken by WDV will bring employees into contact with 

information and experiences related to violence, abuse, exploitation of 

and discrimination against women with disabilities. WDV can offer 

supports, including our Employee Assistance Program, to women in the 

organisation who are working in this area.  

Accountability  

The Deputy CEO is accountable to the CEO for meeting the position 

performance measures. 
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Key Selection Criteria 

You must address ALL 12 Key Selection Criteria on page 6 of the 

PD otherwise your application will not be considered.  

1. Candidate must have lived experience of Disability 

2. Knowledge of and commitment to a feminist framework and social model 

of health in advocating for women with disabilities  

3. Demonstrated communication and negotiation skills  

4. Experience in identifying funding opportunities, implementing and 

managing diverse programs and projects, preferably within a disability, 

health or community environment and must have experience in grant 

writing and identifying funding sources  

5. Ability to lead within a team environment  

6. Ability to represent Women with Disabilities Victoria at senior levels of 

government, the community and to industry  

7. Track record in organisational development  

8. Experience in partnership development and management  

9. Understanding of business and financial management and experience in 

budget management  

10. Experience in the design and implementation of strategic advocacy 

initiatives. 

11. Intermediate MS Office application skills (including Word, Excel, Outlook 

and Teams) and Zoom Video Conferencing.  

12. Experience using Office 365 in web and app environments.  

 

 

PD Approved: December 2021  


