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Position Description
	
	GENERAL INFORMATION
	

	1.
	POSITION TITLE:
	Operations Manager

	2.
	INCUMBENT:
	

	3.
	CLASSIFICATION
	NHACE Award (above award) + generous salary packaging

	4.
	REPORTS TO:
	Chief Executive Officer

	5.
	HOURS:
	38 hrs per week

	6.
	CORE HOURS:
	9am to 5pm, other times by negotiation



DIRECT REPORTS
Short Course Coordinator, Administration Officers, Volunteers, Student Placements. 

WORKING RELATIONSHIPS 	
Internal: CEO, Education Manager, admin and program staff, volunteers
External: Maribyrnong City Council, Neighbourhood Houses Victoria (NHVic), Department of Families, Fairness and Housing (DFFH), funders, Australian Centre of Applied Professions (ACAP) and other placement providers, local agencies and partner organisations.	

PRIMARY FUNCTION 	
The Operations Manager is a key leadership role responsible for the hands-on coordination and delivery of day-to-day operations across Yarraville Community Centre multiple sites, ensuring that facilities, systems, staffing and compliance actively support the safe, effective and community focused delivery of programs and services. Working at the intersection of operations and community, this role maintains welcoming, well-functioning spaces, supports program delivery in real time, and responds to the practical demands of a busy centre, while building strong relationships with staff, volunteers and community members. Through a balance of on-the-ground problem-solving and operational oversight, the Operations Manager ensures YCC remains responsive, inclusive and aligned with its mission of community connection, education, and support.

KEY RESPONSIBILITIES 
Operations & Facilities Management
· Develop implement and continuously improve operational systems and procedures that enable high quality, accessible community programs 
· Take a hands-on lead in facilities management across multiple sites, ensuring spaces are safe, well-maintained, compliant and welcoming
· Oversee site maintenance, contractor engagement, asset management, and capital works to ensure facilities actively support program delivery and community use
· Manage venue hire operations to balance community access, program needs, and revenue generation
· Ensure all spaces are set up, maintained and responsive to the diverse needs of community groups, programs and events

· Liaise with YCC’s managed IT service provider to maintain reliable, user-friendly systems for staff and community use
· Work closely with program staff to ensure operations and facilities directly support program delivery, growth and participation
· Monitor and report on data, participation and centre usage to inform program planning, site utilisation and community impact 

 Leadership and Team Development
· Lead and support the administration team and short course coordinator to deliver responsive, community focused services 
· Coordinate recruitment, induction, and supervision of volunteers, student placements and work experience participants, strengthening community connection and participation pathways
· Facilitate effective onboarding, staff induction and compliance across all centre roles
· Conduct performance reviews and build a collaborative, adaptable and solutions focused team culture
· Contribute to the annual operational plan, ensuring resources and systems align with program delivery and community priorities


Compliance,Risk & practical Governance 
· Ensure OH&S compliance across all sites, maintaining safe, inclusive and functional environments for staff and community 
· Lead risk analysis and ongoing evaluation, with a practical, on the ground approach to managing real time issues 
· Maintain risk and compliance registers and coordinate audits
· Provide clear reporting and recommendations to the CEO
· Develop policies and procedures that are both compliant and workable in a busy community setting  
Strategic Community & Partnership Engagement
· Contribute to strategic and operational planning aligned to community needs and sustainable service delivery
· Support grant writing and reporting to enable program growth and community impact
with the senior leadership team
· Identify funding opportunities and contribute to grant submissions and reporting
· Take an active, visible role in community events, programs and activation of centre spaces
· Build strong relationships with key stakeholders, including local government and partner organisations
· Act as a key connector between facilities, operations and community, ensuring the Centre remains responsive, inclusive and well-utilised

AUTHORITY LEVELS
· This position has the authority to act within defined policies and procedures to ensure safe, efficient and responsive day-to-day operations across all sites
·  Make on-the-ground decisions to address operational, facilities and program support needs in real time 
· Provide information, guidance and practical problem-solving to centre users, staff, volunteers and community members, ensuring a positive and inclusive experience 
· Escalate risks, opportunities and complex matters to the CEO with clear recommendations






Skills & Experience

[bookmark: _Hlk203052890]Essential 
· Proven leadership and operational management experience in a neighbourhood house, community, or education setting
· Demonstrated experience in facilities management, including site maintenance, contractor coordination, asset management and compliance in active community environments
· Strong working knowledge of OH&S, risk management and compliance, with the ability to apply these practically in a live, busy setting
· Experience managing IT systems and liaising with external service providers to support staff and community access 
· Excellent interpersonal, written, and  verbal communication  skills, with the ability to engage, build trust and communicate effectively across all levels of the community
· High level organisational and time management skills, with the ability to balance strategic priorities with day-to-day operational demands
· Demonstrated critical thinking, problem-solving and adaptability, particularly in complex, nuanced and fast-changing environments
· Experience in project management and supporting program delivery, participation and outcomes
· Ability to work both independently and collaboratively, maintaining team momentum and a solutions focused culture 
· Experience in preparing funding submission, acquittals and compliance reporting to community programs and services 

Desirable
· Knowledge of community education and adult learning


_______________							_______________
Signature								Signature

Date________________						Date ______________









Yarraville Community Centre 	Page 2 of 2
Version May  2026
image1.jpeg
rvavi [iT
COMMUNITY

CENTRE





