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Rose Nowers Early Learning Centre INC

Operations Manager JDF - Rose Nowers Early Learning Centre INC.
Head Office Location: South Hedland, Western Australia 
Reports To: Chief Executive Officer (CEO) 
Direct Reports: Room Leaders, Educators, and food coordinator.
Position Summary
The Operations Manager is responsible for overseeing the day-to-day operations, workforce management, compliance, quality assurance, family engagement, and financial performance of Rose Nowers Early Learning Centre INC. The role ensures the service operates efficiently, safely, and in compliance with all relevant legislation while maintaining high standards of education and care.
Working closely with the CEO and Administration Officer, The Operations Manager provides leadership and operational support to staff, contributes to organisational goals, oversees workforce planning in collaboration with the CEO, assists with financial and payroll oversight, and drives continuous improvement across all areas of service.
The Operations Manager serves as the link between strategic leadership and daily operations, ensuring the service remains sustainable, compliant, and responsive to the needs of children, families, and the community.
Key Responsibilities
Operational Management
· Oversee the daily operations of the service to ensure efficient and effective delivery of education and care.
· Understanding and working knowledge of WHS legislation 
· Monitor CCS compliance and operational requirements in conjunction with the Administration Officer.
· Ensure attendance records, enrolments, and relevant documentation meet CCS requirements.
· Assist with compliance audits and reporting obligations associated with CCS funding.
· Be willing to accept the role of Nominated Supervisor under the Education and Care Services National Law Application Bill 2010 and Education and Care Services National Regulations 
· Develop, implement, monitor, and review operational procedures and systems.
· Ensure all service practices align with the organisation's vision, values, and strategic goals.
· Lead quality improvement initiatives and support achievement of National Quality Standard.
· Maintain the Quality Improvement Plan obligations

Leadership and People Management
· Provide strong leadership, guidance, and support to all staff members.
· Foster a positive, collaborative, and professional workplace culture.
· Supervise, mentor, coach, and support educators and leaders to achieve service objectives.
· Conduct regular staff supervision, performance reviews, and professional discussions.
· Address employee performance concerns in accordance with organisational policies.
· Support staff wellbeing initiatives and promote employee engagement and retention.
· Lead team meetings and facilitate effective communication across the service.

Staff Positions Managed Under This Role
The Operations Manager has oversight and management responsibility for:
· Room Leaders
· Diploma Qualified Educators
· Certificate III Educators
· Relief and Casual Educators
· Food coordinator

Workforce Planning, Training and Development
· Identify current and future staffing requirements.
· Monitor staffing levels to ensure compliance with educator-to-child ratios and qualification requirements.
· Conduct workforce planning and succession planning in collaboration with CEO.
· Identify staff skill gaps and training needs across the service.
· Develop individual professional development plans.
· Coordinate and facilitate staff induction programs.
· Support staff to access ongoing professional learning opportunities.
· Maintain training records and qualification compliance.
· Promote leadership development pathways within the organisation.
· Understanding and working knowledge of WHS legislation 
· Demonstrated knowledge of service’s requirements of the Child Care Subsidy (CCS) system and ability to perform software application for compliance 
· Be willing to accept the role of Nominated Supervisor under the Education and Care Services National Law 2011 and Education and Care Services National Regulations 2012 and the Childcare regulations 2006 (WA)
Examples include identifying gaps in:
· Behaviour guidance practices
· Inclusion and additional needs support
· Educational programming and documentation
· First aid and emergency response
· Leadership and supervisory skills
· Communication and family engagement skills
· Manual Handling

Compliance and Quality Assurance
· Monitor compliance with regulatory requirements.
· Ensure policies and procedures remain current and reflective of legislative changes.
· Prepare for assessment and rating processes.
· Conduct internal compliance audits and reviews.
· Investigate incidents, complaints, and compliance concerns.
· Ensure all mandatory records and documentation are maintained.
· Oversee risk management systems and workplace safety practices.
· Support implementation of the Child Safe Standards and Child Safe Organisation Framework.
· Ensure Working with Children Checks remain current and compliant.
· Ensure all staff understand and comply with mandatory reporting obligations and child protection requirements.
· Support implementation of the Child Safe Standards and Child Safe Organisation Framework and complete the training bi-annually.
· Ensure Working with Children Checks remain current and compliant.
· Ensure all staff understand and comply with mandatory reporting obligations and child protection requirements.

Family and Community Engagement
· Build positive and respectful relationships with children, families, and the community.
· Manage family enquiries, concerns, and feedback professionally.
· Ensure high levels of family satisfaction and engagement.
· Promote effective communication between educators and families.
· Support community partnerships and collaborative opportunities.
· Represent the organisation professionally within the community.

Financial Management and Oversight
Working in partnership with the CEO, the Operations Manager will:
· Monitor service budgets and expenditure.
· Assist with annual budget preparation.
· Identify opportunities for cost savings and operational efficiencies.
· Monitor enrolment trends and occupancy levels.
· Support financial sustainability initiatives.
· Review payroll, staffing costs, and workforce utilisation.
· Monitor purchasing and procurement practices.
· Ensure effective use of organisational resources.
· Contribute to financial reporting and operational planning.




Health, Safety and Risk Management
· Ensure a safe environment for children, families, staff, and visitors.
· Monitor implementation of risk assessments and safety procedures.
· Oversee emergency and evacuation practices.
· Ensure compliance with child safe principles.
· Lead incident investigations and corrective actions.
· Monitor workplace health and safety obligations.
· Ensure maintenance and environmental safety requirements are addressed promptly.

Inclusion Support and Diversity
· Promote an inclusive environment that supports the participation and wellbeing of all children and families.
· Work collaboratively with educators to identify and respond to the individual needs of children, including those with additional needs, developmental delays, disabilities, medical conditions, behavioural support requirements, or diverse cultural and linguistic backgrounds.
· Coordinate referrals and collaboration with families, Inclusion Agencies, therapists, specialists, schools, and other support services as required.
· Support educators in developing and implementing inclusion strategies and individual support plans.
· Identify staff training needs relating to inclusion, diversity, trauma-informed practice, and behaviour support.
· Monitor the implementation of inclusive practices across the service.
· Assist with Inclusion Support Program (ISP) applications and documentation where applicable.
· Promote culturally safe and respectful practices for Aboriginal and Torres Strait Islander children, families, and communities.
· Ensure service practices support equitable access and participation for all children.



Strategic and Organisational Support
Working closely with the CEO, the Operations Manager will:
· Contribute to organisational planning and decision making.
· Support implementation of strategic goals and objectives.
· Lead operational projects and service improvements.
· Prepare reports and operational updates for the CEO and Board as required.
· Support organisational growth and sustainability initiatives.

Key Selection Criteria
Essential
· Diploma or Bachelor qualification in Early Childhood Education and Care, Education or related field.
· Minimum 3 years’ experience in a Nominated Supervisor position in Early Childhood Service or experience in a leadership position in an Early Childhood Service 
· Demonstrated leadership experience within an early childhood education and care setting.
· Comprehensive knowledge of the National Quality Framework, the National Quality Standard and the EYLF.
· Demonstrated knowledge of service’s requirements of the Child Care Subsidy (CCS) system and ability to perform software application for compliance 
· Strong staff management, coaching, and mentoring skills.
· Experience in workforce planning and performance management.
· Ability to identify training and professional development needs.
· Excellent communication and relationship-building skills.
· Strong organisational and time management skills.
· Current Working with Children Check.
· Current First Aid, CPR, Asthma and Anaphylaxis qualifications.






Desirable
· Experience managing a team.
· Proven ability in all areas of administrative procedure, curriculum development, parent and community liaison, staff professional development and training, team leadership and management of staff.
· Experience in financial monitoring and budget management.
· Experience preparing services for Assessment and Rating.
· Experience in regional or remote service delivery.
· Understanding and working knowledge of WHS legislation
· Experience in working with OWNA attendance platform 

Key Performance Indicators (KPIs)
· Regulatory compliance maintained at all times.
· Staff retention and workforce stability.
· Training and professional development completion rates.
· Family satisfaction and engagement outcomes.
· Occupancy and enrolment targets achieved.
· Budget performance and financial sustainability.
· Quality Improvement Plan goals achieved.
· Positive workplace culture and employee engagement.
· Safe and effective management of incidents and risks.
· Inclusive practices are implemented across all rooms and programs.
· Appropriate support plans are developed and reviewed for children requiring additional support.
· Staff complete identified inclusion and diversity professional development.
· Positive family feedback regarding inclusion and support of children with additional needs.
· Ensure individual risk assessments are developed, implemented, and regularly reviewed for children with additional needs to ensure appropriate supports, resources, staffing, and adjustments are in place to promote their safety, wellbeing, and inclusion.
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