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Position description
Operations Coordinator
	About the position:

	Reports to: Deputy CEO
	Direct Reports: 3

	Salary Range: SCHADS Award 7.1-7.3 
	Employment Status: Permanent role

	Hours: 38 hours per week
	Entitlements: 5 weeks annual leave and 15 days personal leave per annum (pro rata for part time)

	About DVCS:

	DVCS is a non-government, not-for-profit specialist domestic and family violence service that seeks to reduce violence and abuse in relationships. We provide crisis and long-term support services to help break the domestic and family violence cycle. We are here to support people, both during and after crisis situations as well as support programs for those who use violence, with the aim of bringing about change.
DVCS has been providing services to the Canberra community since 1988, with the initial focus primarily being on crisis intervention. We have grown and evolved over 30 years into a holistic provider of domestic and family violence support services. Our services include a 24/7 telephone crisis counselling service, access to emergency accommodation, help with legal and court matters, support programs and training and education.

Our vision is a world free from violence and abuse.

	Role purpose and context:

	The Operations Coordinator reports to the Deputy CEO and is responsible for providing oversight to the functions of the Corporate Services team. This includes a strong focus on compliance with relevant employment, work health and safety, financial and governance laws. The Operations Coordinator will support the financial operations of the organisation, and maintain oversight of key processes including grants and contracting, ICT systems and memberships. 

The Operations Coordinator is expected to attend staff meetings, supervision and participate in performance appraisal processes as required. 

	Key accountabilities

	· Maintain oversight of contractual arrangements and funding, and support the timely management of contract governance
· Provide support to the external Chief Financial Officer, including oversight of payment of invoices, managing credit card reconciliations, supporting payrolls and maintaining an asset register. 
· Provide best practice management of ICT system infrastructure in partnership with external ICT provider
· Provide oversight of financial record-keeping, employment records, membership lists and processes
· Maintain the organisational compliance register, and identify and escalate any identified compliance risks in areas of finance, insurance, employment law, governance or work health and safety
· Build strong relationships with suppliers and stakeholders as directed by Deputy CEO
· Provide supervision and support to the Corporate Services team
· Support a team environment through leading by example and promoting respectful and positive workplace behaviours;   
· Other duties as requested by the Chief Executive Officer or Deputy CEO and alongside the Leadership Team.


	Core capabilities required for all individuals who work for DVCS

	Personal Accountability and Integrity
· Be honest, ethical and professional at all times and encourage others to do the same
· Be accountable for your actions, acknowledging mistakes and learn from these
· Honour your commitments and be transparent in your actions
Resilient and Adaptable
· Agile and able to adapt as requirements change.
· Show personal resilience by responding to setbacks in a positive way
· Staying calm under pressure and managing own emotions even in difficult situation
Value Diversity and Inclusion
· Understand the importance of diversity and demonstrates inclusive behaviour
· Demonstrate respect for others through listening to different views and perspectives
· Create a safe environment where team members feel included and diverse backgrounds and cultures are respected.
Work collaboratively
· Help create an inclusive environment by sharing and valuing the opinions of others.
· Encourage collaboration and cooperation including sharing of resources
· Identify and overcome barriers to collaboration and create shared learning experiences
Communicate Effectively
· Communicate in a clear and concise manner verbally and in written form
· Be an active listener and listen to understand
· Adapt communication style to suit different stakeholders
Build positive relationships
· Building relationships with clients and their families and in the community
· Work towards mutually beneficial outcome
· Resolve conflict through respectful debate and by being prepared to listen to other views.
Evidence Based Decision Making
· Support evidence-based decision making by using data in a critical manner
· Integrate data from various sources and transform into possible solutions
· Transform analytics into clear and actionable insights that lead solutions 
· Customer Focus
· Demonstrate customer focus by delivery of high-level services
· provision of advice and ability to listen to the customer and understand their needs.
· Treats all customers with respect and professionalism.
Financial Management
· Ensure financial responsibilities are well managed, accurate and timely
· Ensure appropriate approval for expenses or spending as required by delegations.
· Show high standards of financial probity and respect for the organisations money
Commitment to Being your Best
· Show drive and motivation to be your best self
· Regularly reflect on own performance to improve and grow
· Seek and accept opportunities for growth including development opportunities and challenging assignments.
Problem solver
· Ability to think, analyse and work through problems in a pragmatic manner
· Gather and investigate evidence from a variety of sources
· Question inconsistencies or gaps in information to define the problem clearly and identify potential solutions.

	Key Skills, Experience and capabilities for the Manager Human Resources

	Essential skills the applicant must be able to demonstrate:
· Qualifications in Business Administration, Finance, Management, Law or Employee Relations, or relevant experience
· Experience in organisational governance and business principles and demonstrated expertise in organisational compliance
· Personal commitment to addressing gender-based violence
· Proficiency in HR and payroll systems
· Strong personal competency in ICT systems, including Microsoft Word suite 
· Well-developed ability to show initiative and proactively problem-solve
· Able to prioritise conflicting priorities and monitor workflows to ensure deadlines are met.
· Well-developed written and interpersonal communication skills and ability to work independently and in a team environment. 
· High level of integrity and ability to handle confidential and sensitive information about DVCS staff and clients.
· Current Working with Vulnerable People registration. 
· Current Driver’s Licence.

Desirable skills the applicant might be able to demonstrate:
· Knowledge and understanding of domestic violence and social justice issues; 
· Knowledge of community sector services provision and current trends;
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