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Global Voices Chief Executive Officer 
Position Description 

 

General Details 

Position Title Chief Executive Officer (CEO) 

Organisation Global Voices 

Website of Organisation globalvoices.org.au  

See also: facebook.com/globalvoicesau  

Duration of Position 2 Years (with possibility of 1 year extension upon mutual 
agreement) 

Working Hours Able to commit 20 hours per week (on average) 

Start Date  April 2018 

 

Organisation Overview 
Global Voices is a not-for profit that identifies and develops the next generation of Australian leaders by 

providing practical experience in foreign policy and international relations. Since our founding in 2011, 
we have supported over two-hundred young people attend over fifty international summits. Our 

delegates attend meetings at the United Nations, OECD, World Bank, IMF and G20. 

The Global Voices Scholarship Program includes a research fellowship, pre-departure briefings and an 

international program of practical sessions, workshops, policy exercises and institutional visits. 
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Position Overview 
Global Voices is seeking an experienced and motivated individual with excellent managerial and 

communication skills to join our Executive Team as our new Chief Executive Officer. The successful 
candidate will join Australia’s leading international policy-focused young professional organisations.  

The role will involve leading a team of six direct reports, overseeing the organisation’s budget, financial 

management and governance, reporting to the Board of Directors, guiding  the strategic direction of the 

organisation, overseeing the organisation’s ongoing international and domestic activities, and building 

relationships with stakeholders and partners. 

Global Voices manages and coordinates 8 – 10 international delegations every year, around half of 

which are focused on economics, development and finance, and the others which are focused on 

environment and sustainability issues. These include the World Bank & IMF Meetings, the OECD, the 
G20, the United Nations Conference of Parties (COP), the Manama Dialogue, and the UN Commission 

on the Status of Women. 

The ideal candidate will have a work/study background in international relations/political science or 

business and economics and demonstrate a keen interest in foreign policy and diplomacy. This position 

is Melbourne-based and requires the commitment of a minimum of one day per week in our CBD office.  

Duties and Responsibilities 
The role will involve the following: 

• Developing the strategic direction of the organisation, including through continually 

identifying growth opportunities and risks, as well as establishing and meeting measurable 

goals; 

• Overseeing the organisation’s ongoing activities, understanding the involvement and 

expectations of various stakeholders at different stages and identifying opportunities for 
improvement; 

• Managing a small and dynamic team, including through allocating workload, monitoring 

performance and providing regular mentoring; 

• Building relations with senior domestic and international stakeholders, including 
Ministers and the Opposition, Government departments, other NGOs, leading academics, the 

media, and summit secretariats; 

• Promoting, cultivating and managing funding partnerships, particularly with universities, 

the government, foundations, and the corporate community;  
• Supporting the board of directors, including through producing papers and reports for 

meetings and providing regular updates;  

• Representing the organisation as appropriate, particularly in the media and at various 

events; 

• Monitoring the organisation’s finances, including through setting and maintaining budgets, 

producing reports and complying with various regulations; 
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• Completing various administration functions, including arranging logistical items and other 

tasks; and 

• Remaining abreast of the latest developments in international relations, including 
politically, diplomatically and academically. 

 

Position Information 

Reports to    The Board of Directors  

Working Relationships The CEO will work together with the Executive Team  

Hours & Days of Work    
Able to commit 20h per week (on average). 

Including one day onsite at the office in the Melbourne CBD, with other 
work carried out remotely (including after-hours where required). 

 

Preparing Your Application 

Cover Letter and Response to Selection Criteria 

As part of your application, please submit a CV and a Cover Letter which includes answers to the 
following two questions: 

1. Why do I feel that joining the Global Voices team is the right thing for me at this time in my 
life/career? (up to half a page); and 

2. How do I match the Selection Criteria: Write a brief summary of your most relevant experiences, 

results and achievements responding to the criteria in the Selection Criteria section below. 

Selection Criteria 
 
Qualifications, Skills & Experience 

 
• Understanding of international relations and domestic political considerations, including through 

appropriate tertiary education and ideally experience through work or volunteering; 

• Passion and enthusiasm for creating opportunities for young people especially on the world 

stage; 

• Demonstrated strategic project management experience that displays initiative, ambition and 

vision; 

• Confidence and maturity in building relationships particularly with high-level individuals; 

• Excellent communication and inter-personal skills through relating to and motivating people; 

• Highly organised, efficient and professional with a particular attention to detail & being 

outcomes driven; 
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• Ability to work independently as well as managing a small team to achieve collective goals; and 

• Experience or knowledge of financial management and fundraising including partnership 

management. 

 
Desirable Skills & Experience 

 
• Experience working in the non-profit sector in a leadership capacity. 

• Experience working with young people. 

• International conference experience. 

 

Requirements 
To be considered for this role you must meet the following requirements: 

• Be Melbourne based; 

• Be able to commit a minimum of 20h per week to this role;  

• Be able to commit to the role for 2 years (with the option to extend by 1 year upon mutual 

agreement); 

• Be available to travel to Canberra twice a year for three-day Global Voices Pre-Departure 
Briefings; and 

• Be available to coordinate international delegations at least twice yearly and be available to 

attend and travel to an international delegation at least once a year. 

Our team currently consists of six team members based in Melbourne who work remotely from home 

and elsewhere, in addition to spending one full work day in the office in the Melbourne CBD.  

Regular team meetings are held generally every week or fortnight, but most work is carried out 

independently. Work is expected to be carried out remotely, particularly over phone and email, and 

including outside of office hours and on weekends as required. 

Benefits 
Besides offering exceptional professional development experience, the role will also provide the 

following benefits: 

• Fully funded national and international travel; 

• Coverage of incidentals; 

• A modest weekly stipend; and  

• The opportunity to serve as a Company Secretary on a Board of Directors. 

 

How to Apply 

To apply, please follow these instructions: 
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1. Email amelia@globalvoices.org.au with the subject line ‘[Name] Application for CEO position’ 

(applications should be addressed to Amelia Rhodes).  

2. Include the following attachments: 
i. A Cover Letter which addresses the selection criteria above and includes the 

statement (maximum half a page) about why you are applying; and 

ii. A Curriculum Vitae or Resume that includes the contact details of two referees. 

Applications Close: Friday 23 February 2018 @ 5pm AEDT  

Shortlisted candidates will be invited for an interview following the application deadline. The successful 

candidate will subject to six-month a probationary period.  

Queries about this role and application can be directed to CEO Amelia Rhodes at 

amelia@globalvoices.org.au  

Please note that Global Voices accepts applications by email only. 

 

 


