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POSITION DESCRIPTION 
Program Manager - Professional Learning & Consultancy 

The Program Manager – Professional Learning and Consultancy is a key role for CELA, responsible for delivering core components of the strategic plan.
CELA is the peak body for Australia’s early childhood education sector, advocating quality education and care for all Australian children. We are a member-based organisation supporting early education professionals through our advocacy, support line, resources, consultancy, training and events.
The Program Manager is responsible for leading the team and, alongside them, delivering effective and expert learning and development support for our members, enabling them to deliver quality early education and care for all Australia’s children. The role operates at scale, as CELA supports over 1,800 members employing more than 27,000 educators and teachers nationally. 
The ability to navigate the complexity of a fast-moving sector is key to success in the role. Navigating the responsiveness needed with the reactiveness required for key events. 
Our members include community-managed not-for-profit, government, and privately owned small providers, delivering preschool, long day care, outside school hours care, and family day care services. Our Mission is to:
Deliver effective and expert support for our members, enabling them to deliver quality early education and care for all Australia’s children.
Influence policy makers and government by amplifying the voices of community based and small providers.
Promote the value and importance of community based early education.

Primary Purpose of the Role
Working closely with the CEO and senior leadership team, this role translates CELA’s strategy into impactful learning solutions and consultancy that lift the professionalism and capacity of people/workers across the sector, enabling them to collectively contribute to better outcomes for children. 
The role requires a leader who can balance the requirements of a program of work, that includes multiple significant projects. Someone who builds awareness of strengths to enable allocation of responsibilities requiring specific skills and capabilities, embodies strategic thinking, can develop and build team capability, and drives a culture of high quality, curiosity, and continuous improvement
The Program Manager – Professional Learning and Consultancy leads and is responsible for the design, delivery and continuous improvement of CELA’s professional learning program  for members and the broader early childhood education and care sector. 
This role ensures that CELA’s learning and development programs are high-quality, innovative and responsive to the evolving needs of the sector, positioning CELA as the leading provider of professional development for early childhood education and care.
.This is a dual focused role – externally focused, providing an opportunity to translate strategy into action and build sector wide capability, while internally supporting a talented and diverse team of professionals. It requires both hands-on work and strategic thinking. 
Key Responsibilities 
Strategic Learning and Development Leadership
Contribute as an active member of the leadership team, providing input into organisational strategy, planning, decision making and cross functional delivery.
Support the implementation of the strategic plan by translating and operationalizing  priorities into practical actionable operational requirements for delivery through annual and quarterly plans and schedules, reporting frameworks and team workflows.
 Identify risks, opportunities and member and stakeholder trends that may affect reputation, engagement, member experience, revenue performance or strategic delivery
Provide strategic direction on CELA’s professional development offerings, ensuring they reflect the current and emerging needs of the sector.
Oversee the design and evaluation of CELA’s professional development program, ensuring it delivers measurable value for members.
Identify common professional development needs and themes across the member base and sector and guide the team to develop targeted programs and resources to address them at scale.
Monitors sector developments, government announcements and emerging issues, and translates these into clear, timely direction for the team, reprioritising work, reallocating resources and communicating shifts with confidence so the team can respond to the current priority without losing momentum on other commitments.
Use insights from professional development delivery to inform CELA’s advocacy positions on workforce capability and sector development.
Reporting: prepare learning and development and consultancy data and key points for the team, management and the Board; and other reports as required
Identify business development opportunities that enhance member value and align with CELA's strategic objectives. Provide leadership with insights on member / sector trends, risks and opportunities.  
Program Design, Delivery and Quality
Ensure the quality agenda is at the forefront of CELA’s messaging, professional learning and resourcing for members and stakeholders.
Oversee the quality and consistency of professional development and consultancy work delivered by the team, ensuring it reflects current sector needs, requirements and best practice.
Oversee the flow of work, ensuring strategic and revenue generating work is prioritised and delivered by the team
Deliver high-quality professional learning opportunities that support the professional growth of leaders in the early childhood education and care sector.
Oversee design of engaging and productive workshops, professional learning sessions and events for members and stakeholders.
Ensure CELA’s learning and development offerings reflect contemporary evidence and best practice, including alignment with the NQF, NQS and EYLF.
Manage the continuous flow of ideas and projects through CELA’s systems to ensure the work is maintained and revenue streams are developed.
Ensure that materials and resources are developed across all delivery tools, including hubs, member sessions, resources, and with adequate time for marketing and registrations.
Research, Evidence and Sector Insights
Monitor the external environment to ensure that CELA is well positioned to respond and are first to do so.
Draw on national and international evidence of high-quality practice to inform CELA’s learning and development approach 
Evaluate learning and development activities through member experience and data, reporting on return on investment in terms of costs, outcomes and fitness for purpose.
Use member intelligence and sector insights to design solutions that anticipate sector needs.
Project work
· Effectively manage a substantial, fast paced program that delivers multiple activities for the sector on a daily basis
· Actively participate in team and organisational projects, contributing operational knowledge and a continuous improvement mindset to shared goals.
Explore and apply appropriate use of AI, automation, and digital tools to improve efficiency, quality, consistency, and reporting.
People Leadership and Team Development
Manage a remote team with significant subject matter expertise, ensuring that the work is aligned to strategic priorities;
Effectively apply team members skills to deliverables, support the team in managing efficient workflows and time management skills and ensure access to the skills needed, internally or externally to deliver the professional learning and consultancy program to a high level.
Support team members to develop their facilitation, coaching, mentoring and advisory skills, providing training and constructive feedback.
Identify strengths, skill gaps and learning needs proactively across the team. Leverage and build on team strengths and co-create targeted development plans.
Champion a culture of continuous learning, collaboration, adaptive thinking, and professional curiosity across the team.
Manage the team and ensure delivery aligns to CELA’s strategy, expectations and quality standards.
Ensure the team are connected to and delivering on the CELA strategic plan and aligned to operational procedures.
Stakeholder Engagement
Build and maintain productive, trust-based relationships with members, stakeholders and sector partners.
Represent CELA with confidence and integrity in external interactions, including conferences, sector events 
Identify opportunities to strengthen CELA’s engagement with key member groups and stakeholders and pursue these strategically.
Monitor stakeholder relationships to ensure they remain aligned with CELA's objectives and escalate risks early..


Capabilities and Behaviours
The following capabilities and behaviours are drawn from the CELA Capability Framework. The Professional Learning and Consultancy Manager is expected to demonstrate capabilities at both Manager and Senior Leader level across the relevant pillars.
Be Sector-Focused
Ensures team priorities reflect emerging sector needs and risks.
Balances operational demands with sector impact and quality outcomes.
Models sector-informed decision-making.
Adapts to emerging issues and guides the team’s priorities to deliver for members
Be Curious and Keep Learning
Encourages learning, reflection and continuous improvement within the team.
Creates safe environments for feedback and experimentation.
Provides constructive feedback that is specific, actionable and clear.
Invests in capability building aligned with strategic priorities.
Work Together to Make Things Happen
Builds strong internal partnerships across teams.
Coordinates work to deliver outcomes efficiently.
Manages conflict constructively and fairly.
Develops systems and operating rhythms that drive success


Act with Initiative and Adaptability
Empowers the team to act with confidence and accountability.
Anticipates risks and responds proactively.
Supports the team through change and uncertainty.
Balances speed with sound judgement.


Key Performance Areas
	#
	Area
	Expectations

	1
	Strategic Impact
	Ensure CELA’s professional learning offerings are aligned to strategic priorities and deliver measurable value for members and the sector. Identify and act on emerging sector needs and opportunities.

	2
	Program Quality and Innovation
	Maintain and continuously improve the quality, relevance and impact of all professional learning programs. Drive innovation in design, delivery and evaluation.

	3
	Member Experience
	Deliver a consistently high standard of member experience across all learning and development and consultancy touchpoints. Respond to member feedback and ensure programs are practical, accessible and fit for purpose.

	4
	People Leadership
	Develop the high-performing, capable and engaged team. Support individual development, provide regular feedback and foster a culture of collaboration, curiosity and accountability.

	5
	Written and Oral Communication
	Express ideas clearly and professionally in written and verbal communication. Tailor communication style and content to the audience. Produce high-quality resources, reports and presentations.

	6
	Stakeholder Engagement
	Build and maintain productive relationships with members, sector partners and external stakeholders. Represent CELA with credibility and professionalism.

	7
	Sector Knowledge
	 Develop current and  knowledge of the ECEC sector, including regulatory, policy and workforce developments. Apply sector intelligence to inform learning and development strategy.

	8
	Organisation and Efficiency
	Use and improve current business processes and platforms to ensure productivity and efficiency. Demonstrate timely responses to priorities and maintain accurate record keeping.

	9
	Results Oriented
	Deliver results with a high level of attention to detail. Manage projects, budgets and timelines effectively. Report on outcomes and continuously improve performance against targets.


Strategic Principles and Behaviours
In reaching our goals and objectives, CELA has a set of strategic principles and behaviours that help to guide our interactions with our members and each other. As a leader within CELA, champion and lead from the front in:
Collaborate and alignment through shared values
Evidence based, data informed 
Adaptable to change as we move with the needs of the sector and government announcements. 
Address issues that shape the quality, functionality and impact of the ECEC sector
Competent and responsible governance of the organisation, professionally, legally and ethically
Commercially minded enabling purposeful investment in the sector that benefits members
Forging professional networks that enable collaboration to ensure collective systemic impact.
Decisions informed by evidence and aligned by vision
Impactful representation of community managed, small provider members.
Decisions are made to ensure a financial sustainability.
Alive and responsive to opportunities that align to members and the broader sector needs.
Culture of trust, reciprocity, empowerment and active consultation.

CELA encourages our people to develop their skills and capabilities in the above areas and helps foster a supportive and productive workplace.
Qualifications and Experience
Relevant degree or professional experience in education, adult learning, organisational development or a related field.
Experience working in a complex sector at a fast yet considered speed
Previous leadership role with a comparable level of responsibility.
Demonstrated successful experience in managing and leading a team of professionals, in pursuit of excellence in service quality and delivery.
Significant experience in the design, delivery and evaluation of professional learning programs, ideally within or adjacent to the early childhood education and care sector.
Experience in recognising ECEC service challenges and sector trends and translating these into learning and development opportunities for members.
Experience with CRM systems and learning management platforms (ZOHO highly regarded).
Desirable
Knowledge or experience working within the National Quality Framework (NQF), National Quality Standard (NQS) and the Early Years Learning Framework (EYLF).
Experience in coaching and mentoring professionals in a leadership development context.
Experience working in or with peak bodies or membership organisations.
Experience working in a small organisation with a broad remit, and working across the sector
Skills
Demonstrated high level of interpersonal, negotiation and communication skills with the ability to interact with all levels of team members and stakeholders 
Demonstrated organisational, project management and administrative skills including the ability to prioritise tasks and meet agreed timeframes.
Ability to maintain composure, balance workload and conflicting priorities and effectively handle difficult situations.
Demonstrated high level written communication skills and the ability to effectively advise, consult and negotiate with a range of internal and external stakeholders.

The role operates at the Advanced capability level in the Capability Framework pillars most relevant to this position: Foundational knowledge and practice (Pillar 1), Ethical, safe and responsible practice (Pillar 2), Advisory and Consultancy (Pillar 3),  Cultural Capability and Inclusion (Pillar 5); Stakeholder Engagement & Relational Skills (Pillar 6) ; Workforce and Leadership Development (Pillar 7)  and How We Work at CELA (Pillar 8). In other Pillars, reflecting advocacy and policy knowledge areas, the role operates at the Specialist level.
The above aspects of this role are indicative only and in no way limit CELA in allocating additional accountabilities (specific tasks, projects or related activities) to the employee, within the scope of the employee’s level of competence, experience, knowledge and qualification.
The KPI may be updated annually and will be communicated by email or through discussion.
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