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About ACCAN
The Australian Communications Consumer Action Network, ACCAN, is Australia’s peak national body representing the interests of all consumers in communications issues. ACCAN is an important and independent consumer voice promoting the accessibility, quality of service, affordability and availability of communications services for all Australian consumers with particular concern for vulnerable consumers whose needs are under-represented. 

ACCAN’s role is to:

· promote the consumer objectives of communications services that are trusted, inclusive and available for all;

· develop a strong, coordinated voice for consumers, and to represent and advocate on behalf of consumers to Government, regulators and the telecommunications/communications industry;

· undertake research, policy development and education;
· facilitate access to and dissemination of information to consumers, consumer representatives and consumer organisations;
· advocate on behalf of consumers on telecommunications laws affecting consumers, law reform, policy development and in relation to industry practices;
· participate in regulatory and co-regulatory activities; and to contribute to the development of Government policy in telecommunications and communications;
· make telco markets work well for consumers;
· make a difference for telco consumers with disabilities;
· manage a commonwealth grants program.

ACCAN is a not-for-profit company.

Job Summary
The purpose of the Director of Operations post is to
· provide leadership within the organisation ensuring ACCAN adheres to its values and adopts sound governance practices as part of an Executive Team
· advance the strategic direction of the organisation as well as leading a successful section of the organisation
· contribute to building good relationships with external stakeholders 
· assist the CEO with developing and motivating the team 
· deputise for the CEO from time to time.
Qualifications
At least five (5) years in a senior operational management role as well as tertiary qualifications in a management or other relevant area or equivalent experience.
Key Result Areas
· Development and implementation of an Operational Plan that delivers on the implementation of the Strategic Plan set by the Board

· Scoping and outlining for an improved funding model

· Governance and secretariat support for a Board of nine (9) volunteer Directors

· Implementation of Risk Management Plans across all organisational functions

· Streamlined systems for all reporting functions including funding contracts
·  Development of ongoing analysis and measurement of ACCAN impact

· An Organisational Development Plan directed at new opportunities, and partnerships
· Delivery of a leading edge consumer education program
· Ensuring ACCAN policies and procedures are best practice for an NFP
Reports 

The Director of Operations manages a team responsible for ACCAN’s grants scheme, the research program, ICT systems, on-line services and consumer education program. 
The Director of Operations reports directly to the CEO.
Responsibilities
The Director of Operations –is responsible for:

· Managing the operations team on a day to day basis and contributing as a part of an executive team to the smooth running of the whole organisation
· Implementation of good HR practices that implement ACCAN values
· Ensuring ACCAN complies with all relevant legislation including occupational health and safety, relevant discrimination, employment and public liability laws.
· Monitoring organisational performance against the operational elements of the strategic plan and working with staff to stay on target
Duties
Executive Team Leadership and Co-ordination
· Assisting the CEO to coach and mentor ACCAN staff
· Organising record keeping and reporting on Management Group meetings
Funding & Reporting

· Co-ordinating reports to funding bodies as well as working with the CEO on contract compliance and KPI monitoring and delivery
· Developing and implementing fundraising and event sponsorship strategies with the assistance of Business Manager
· Seeking new opportunities, and partnerships for organisational development including making grant applications from time to time
· Developing on-going Impact Measurement Systems

· Working with the CEO to develop future options for funding models

Financial Management 

· Working with the Business Manager and CEO to ensure budgeting and expenditure aligns with the implementation of the Strategic Plan

· Assisting the Business Manager with the daily financial operations of ACCAN

· Assisting the Business Manager to ensure that all contracts are acquitted

Human Resources
· Overseeing the recruitment of new staff with the CEO, and with assistance of the Business Manager
· Managing any human resource practice issues in support of the ACCAN CEO and team
· Providing advice to managers about processes for role, salary and performance reviews
· Reviewing and updating all ACCAN HR employment contracts and policies and procedures as required
· Co-ordination of internships
Governance
· Overseeing the ACCAN Board secretariat including preparation of meeting papers, minutes, out of session motions, all record keeping and documentation for all Board committees
· Co-ordinating Board Director inductions and administration of the Board Guidelines and policies
· Co-ordinating the preparations for the AGM and assisting the Returning Officer with Board elections and overseeing the publication of the Annual Report
Legal Compliance 

· Ensuring ACCAN undertakes regular risk assessments and work with the ACCAN team to implement risk management plans 
· Ensuring ACCAN compliance systems are up to date and effective for the scale of the organisation
· Working with the Director of Inclusion to implement the Disability Action Plan (DAP) and a Reconciliation Action Plan (RAP) including any reviews or reporting required
Project Management and Organisational Development
· Undertakes the implementation of strategic projects as directed by the CEO
· Assisting the CEO with developing good relationships with external stakeholders including funders and partner organisations
· Assisting with the management of any external consultants including ensuring contracts are in place and milestones met

· Identifying  and assisting the CEO to develop strategic partnerships and opportunities for projects that build ACCAN’s organisational capacity 
Staff Management 

· Specific line management for the operations team including supervising staff and building their capacity through professional development
· Implementing good performance management with KPIs and individual work plans for the operations team

ACCAN Independent Grants Scheme Management
Supporting the Grants and Research Manager to:
· Deliver the ACCAN Grants Scheme and ensure it meets program goals 
· Build the profile of the ACCAN grants scheme in the community and with industry, government and academia
· Provide secretariat functions for the Independent Grants Panel
Information and Communications Technology Co-ordination

Supporting the Digital Asset Manager to:
· Provide support and maintenance of ICT systems and assets including managing external providers
· Project manage ICT and multimedia initiatives 
· Manage the publication and design of ACCAN consumer education resources

· Development of ACCAN website, databases and knowledge management systems
Other Duties

· Other duties as assigned by the CEO
Essential Skills for position
· Demonstrated proficiency in project management and business development
· Experience in governance and Board secretariat functions
· Experience in achieving key operational outcomes for an NFP in community sector
· Expertise in HR practice

· Understanding of budgeting processes and financial management

· Experience in supervising a team of managers and junior staff with diverse needs
· Understand legal compliance for a small Not For Profit organisation

· Ability to liaise effectively and build relationships with a range of people, including those in industry, government and consumer/community organisations 

· Team player able to be consultative and show leadership
NB – The successful candidate would need to provide a police report and sign a declaration that they had not been previously declared bankrupt or convicted of fraud.
Desired Skills for position

· Experience in seeking sponsorships for NFP events

· Knowledge of grants program management

· Interest in communications consumer issues

· Familiarity with and understanding of the needs of people with disabilities
· Awareness of the needs of Indigenous people
· A commitment to the effective representation of the interests of  consumers

ACCAN is an EEO employer: women, Aboriginal and Torres Strait Islander peoples, persons with disabilities, and people from culturally, linguistically and religiously diverse backgrounds are encouraged to apply
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