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POSITION DESCRIPTION

POSITION DETAILS:
	POSITION TITLE
	Operations Manager

	REPORTING LINE
	Finance Director

	CLASSIFICATION LEVEL
	HEO 7

	PRIMARY ACTIVITY
	The Operations Manager plays a key role in the day-to-day operations of the US Studies Centre. The role supports the CEO and COO in strategic planning, governance, risk management, legal and regulatory compliance, office management and OHS. They will also support special projects that arise periodically. A key part of the role will be to oversee key compliance requirements for the Centre with respect to relevant Centre and University policies.



KEY RESPONSIBILITIES 

Manages overall general administrative services and operational support for the Centre
· Manages day to day operating activity for the Centre.
· Manages the effective implementation of administrative, policy and general resources needed to support the Centre’s strategic goals.
· Liaises with and establishes effective working relationships with Centre staff and central University portfolios, ensuring critical priorities and needs are managed effectively.
· Manages the development, implementation and ongoing enhancement of organisational processes for the Centre.
· Serve as the first point of contact for administrative, policy, and procedure inquiries for both Centre staff. 
· Continuously monitor feedback on workflows and administrative processes, recommending improvements as needed.

Manage HR function 
· Manage all people-related activities across the employee life cycle including staff recruitment, onboarding, performance, remuneration and reward, engagement, and workforce reporting
· Manage an annual performance process, including KPI setting, mid-year reviews and end of year performance reviews
· Manage a process for promotions
· Draft all employment contracts, including casual academic agreements
· Manage casual timesheets, tracking timesheets against workload 
· Maintain a log of contract expiry dates and anticipate renewal as appropriate
· Ensure staff are aware of support measures, such as EAP counselling
Oversee governance and control and key compliance requirements for the Centre
· Conduct an annual review of key Centre documents, including the Staff Handbook and Induction Handbook, ensuring staff are consulted and informed about key changes. 
· Interprets, advises and implements Centre and University policy and practices, assisting academic and professional staff with more complex matters of policy interpretation and other procedural issues.
· Ensures staff expenditure follows Centre and University policies, including proper use of Corporate Cards and expense claims.
· Ensures new policies and procedures as well as legislative requirements, are followed and adopted appropriately.
· Ensure staff receive relevant training on the Centre’s handbook, policies, and procedure updates, with clear and effective communication.
Manages communications and relationships with key stakeholders across for the Centre
· Maintains collaborative relationships with internal stakeholders including academic leaders and professional service units (ICT, Finance, HR, CSI)
· Acts as a cohesive link between the Centre, University Faculties, PSU’s and University administration in relation to policy development, implementation support, service delivery and provision and coordination of information.
· Ensure a regular flow of information between SMT and MMT, and oversee the delivery of any action items from MMT

Manages risk and workplace health and safety within the Centre
· Ensures that a safe working environment is in place for all staff, and continuously monitors and evaluates risks and opportunities for improvement, in line with University policy and legislative / regulatory requirements and in collaboration with HR’s WHS Unit and senior WHS staff as required
· Ensures compliance with University of Sydney WH&S Management System, including WH&S Policies and Procedures throughout program implementation.
· Oversee risk reporting (via Riskware) Support the COO to maintain a Centre wide risk management framework
Building management
· Manages buildings and space allocation, in liaison with CIS, to ensure effective utilisation of space, ensuring facilities and infrastructure needs are in line with Workplace Health and Safety standards.
· Resolve building maintenance issues
· Maintain effective working relationships with COS and University Infrastructure
· Develop and implement office seating plan
· Liaise with contractors for the effective functioning of the Centre
· Maintain an effective mail distribution process
· Oversee emergency management, fire drills

Special projects
· Lead special projects as required.
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KEY RELATIONSHIPS
	MAIN CONTACT
	FREQUENCY
	PURPOSE

	Finance Director
	Daily
	Direct Manager

	COO
	Regular
	Coordinates on Centre wide projects and initiatives

	CEO
	Regular
	Coordinates on Centre wide projects
and initiatives

	Research Director
	Regular
	Coordinates on Centre wide projects and initiatives

	Communications & Stakeholder engagement
team
	Regular
	Work collaboratively with teams
throughout the Centre as required

	Operations team (events, students general ops)
	Regular
	Work collaboratively with teams throughout the Centre as required

	Research & academic teams
	Regular
	Work collaboratively with teams
throughout the Centre as required



POSITION DIMENSIONS

	STAFF DATA

	DIRECT REPORTS:
number of direct reports to this position, their classification and number of incumbents
	Internal Audit Team, currently 2 people

	INDIRECT REPORTS:
number of reports via subordinates to this position
	0


EXPERIENCE, SKILLS, AND QUALIFICATIONS
	CRITERIA
	ESSENTIAL
	DESIRABLE

	Tertiary qualifications and relevant experience or an equivalent combination of experience and education/training.
	x
	

	Excellent organisational skills with the demonstrated ability to prioritise
and adapt to competing demands, whilst maintaining attention to detail
	x
	

	Highly developed interpersonal and communication skills, both written and oral, including the ability to engage effectively with and influence internal and external stakeholders
	x
	

	Strong understanding of the operating environment of a research-
enterprise, and the governance/management of research activities
	x
	

	Ability to work as part of a team of people, to provide consistent, timely and high-quality administrative support services
	x
	

	Demonstrated ability to use management information systems, as well as
proficiency in the Microsoft Office suite of programs
	x
	

	Understanding of broad issues pertinent to the Australia-US alliance
	
	x

	Interest in the work of the United States Studies Centre
	
	x



WORKING WITH CHILDREN

No
If the position involves working with children, a Working with Children Check clearance must be obtained. Please refer to the Working with Children Policy for further information. If appropriate to the role, please type Yes to indicate that a Working with Children clearance is required or No if the position is not child-related:

EQUAL EMPLOYMENT OPPORTUNITY / AFFIRMATIVE ACTION
Demonstrated understanding of the incorporation into Centre life of the principles of Equal Employment Opportunity and Affirmative Action EOOnline; and ability to work positively with staff and students from a diverse range of backgrounds.


SOCIAL RESPONSIBILITY 
	The Centre is committed to making a positive contribution through social responsibility. We embrace diversity, equity and inclusion, fostering a culture where everyone can thrive. We are committed to providing a safe, respectful workplace that fosters positive mental health and wellbeing. We strive to build a more sustainable workplace. 



WORK HEALTH AND SAFETY (WHS)
Understand your WHS responsibilities and actively ensure the health, safety and wellbeing of yourself and others at work in accordance with the Centre’s WHS policy and procedures and as described in the role responsibilities on the WHS website.

AUTHORISATION
The Supervisor and Appointed Delegate confirm that this is a true reflection of the duties and accountabilities of this role.
	

SUPERVISOR
	Position Title: Finance Director
	

APPOINTED DELEGATED
	Position Title: CEO

	
	Name: Cindy Tang
	
	Name: Michael Green
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