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Position Description: Studio Manager
Company: Access Studio
Location: Cremorne, VIC, 3121
Job Type: Full-Time (potential 0.8/4 days per week and hybrid work arrangement)
Reports To: Director
Salary range: $120,000+

Who we are
Access Studio is a well-established, independent, Australian-owned accessibility consulting firm based in Melbourne. We work on projects across Australia with developers, architects, universities, government agencies, and businesses. Our team of specialist access consultants are dedicated to improving accessibility and inclusion in the built environment. 

Access Studio is an inclusive employer and applicants of diverse abilities are encouraged to apply for this position.

The Role
We are seeking a highly motivated leader with a hands-on management style to oversee business operations and lead our organisational strategy. The Studio Manager will be responsible for overseeing overall operations, financial performance, and stakeholder management. The successful candidate will be required to balance business acumen with creative thinking, driving continual improvement and fostering an environment where our team thrive. 
The Studio Manager will work closely with the Director and Technical Director to efficiently manage projects, client relationships, staff resourcing, and business strategic initiatives while maintaining the company's high standard of service delivery. 
To succeed in this role, you will possess strong business management and operational skills, including financial and strategic planning, as well as systems-thinking and excellent written and verbal communication skills.  
Key Responsibilities
Business Management
· Strategic leadership: develop and implement strategic plans to achieve organisational goals and improve overall performance. Evaluate business performance to improve business efficiency.
· Business development: drive business development activities, including networking and stakeholder engagement, to identify new business opportunities, partnerships, and revenue streams.
· Monitor industry and legislative changes: stay informed about industry trends, competitor activities, and market conditions to position the company as a leader in the field.
Operational Management & Service Delivery
· Oversee day-to-day business operations: ensuring efficient workflows and high-quality service delivery.
· Manage resources, including monitoring project pipelines, allocating resources and staff workloads.
· Assess and monitor operational performance, providing feedback and necessary adjustments.
· Process innovation: maintain and develop policies and procedures to enhance operational effectiveness and in-line with best practice.
· Risk management: anticipate and manage potential risks to ensure smooth operations and ensure workplace health and safety standards are maintained and promote strong Operational Health and Safety (OHS) culture across the business.
Financial Management
· Execute client agreements: negotiate with clients to agree contract terms, ensuring alignment with organizational objectives.
· Oversee financial processes: work with bookkeeper to manage invoicing and outstanding accounts management.
· Budget planning: work with accountant to manage budgeting, cashflow, financial forecasting, reporting, and cost control measures.
· Strategic planning: ensure profitability through effective pricing strategies and cost management.
Stakeholder Management
· Manage and strengthen relationships with key stakeholders, including clients, other built environment consultants, government agencies, and industry bodies.
· Ensure excellent client service and project delivery that meets or exceeds expectations.
· Represent the company in public forums, such as client meetings, industry events and conferences.

What we’re looking for
Previous experience in access consulting is not required and we would love to hear from applicants with a range of experience. The successful applicant will possess:
· Business acumen: this may have been developed through prior formal training or professional experience managing business operations,
· Industry experience in the built environment or building sector, including knowledge of typical building design processes/workflows and an existing professional network, 
· A creative mindset, applying lateral thinking to processes and operations to continually improve our impact and efficiency as an organisation, 
· Excellent interpersonal skills, the ability to foster positive relationships and communicate effectively, 
· High-level computer literacy, including proficiency in Microsoft Office Suite and financial software, and
· Tertiary qualification/s or equivalent experience in either the built environments or business.
Additional desirable skills include: 
· Familiarity with industry standards and regulations, including the Disability Discrimination Act (DDA) and National Construction Code (NCC).
· Experience with CRM systems and project management software.
· Experience working with government contracts or large-scale consulting projects.
· Prior experience in proposal/project administration or contract administration in the construction industry. 

Why Join Us?
· Opportunity to lead and shape a growing business in a highly impactful sector with social purpose.
· Work as part of a high-performing team in a collaborative, supportive and purpose-driven environment.
· Competitive salary.
· Flexible working arrangements.
· Opportunities for professional growth and development.

How to Apply:
Please submit a cover letter (max two pages) detailing your experience and interest in this role and a copy of your CV to admin@accessstudio.com.au.
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