
Operations Manager 
Position Description 

Organisational  Overview 
Global Voices is an independent, not-for-profit organisation with the mission to 
develop Australia’s future leaders in diplomacy, policy and advocacy through 
practical, international experience. Since our founding in 2011, we have supported 
nearly two-hundred young people to attend over forty international summits. Our 
delegates attend meetings at the United Nations, OECD, World Bank, IMF, APEC and 
G20. 

Role Outline 
The Operations Manager is an integral part of the Executive Team. The successful 
applicant will possess a high-level of initiative, attention to detail and be capable of 
working unsupervised. 

The Operations Manager is responsible for the smooth running of the organisation 
including all bookkeeping and accounting; managing administrative and program 
budgets; and ATO related tasks. This is an excellent opportunity to build 
professional work experience in a supportive and dynamic team setting. 

In addition to our weekly team meeting, the successful applicant must be 
Melbourne based and able to work one day a week in our offices in the CBD. All 
other work is done remotely from home. The Operations Manager reports directly 
to theGlobal Voices CEO. 

Role Requirements 
Part-time role (max 15 hours per week)
Based in Melbourne
Able to work out of our CBD offices one day a week
18 month contract
Own laptop and internet access at home



Role Responsibilities 
Manage and ensure adherence to program and administrative budgets  
Coordinate payment of staff stipends and superannuation 
Lead the coordination of program logistics alongside our Program Managers e.g.
booking international and domestic flights and accommodation. 
Work with our accountant to ensure we are compliant with ASIC and ATO 
requirements (i.e. completing BAS statements and checking the accuracy of 
annual company statements) 
Coordinate insurance policies e.g. delegate travel insurance and work-cover 
Assist the CEO in the preparation of board papers and financial documents (e.g. 
financial and AGM reports) 
General reconciling and book-keeping (experience using Xero or other 
accounting software preferred but not essential)
Other ad hoc administrative tasks as required 

Remuneration and Benefits 
Our Executive Team consists of young professionals completing Masters degrees 
and other part-time work while contributing to Global Voices. This role is voluntary 
in nature. This is a unique opportunity to build your professional  networks, 
operational and management skills and references from our Board and CEO. 
Inclusions: 

Modest weekly stipend
Coverage of incidental costs 
Funded national travel
Participation in networking events and Canberra per-departure briefings



Key Selection Criteria 
Demonstrated experience undertaking operational tasks 
Experience managing budgets 
Proficient user of Excel and Xero accounting software 
Interest in diplomacy and international affairs 
Excellent communication and writing style 
Demonstrated ability to work effectively in a team
Highly organised, self motivated and professional
Capable of quickly navigating and learning new software (incl. CMS and CRM 
systems) 
Excellent attention to detail
Experience working independently 
Tertiary level qualification related to business and administration (preferred) 

Application Process 
 To apply please send the following documents to info@globalvoices.org.au 

A copy of your CV
A cover letter addressing the key selection criteria (no more than one page)
A sample of your writing and/or design folio

Documents should be saved and sent as a PDF file. If you have any questions 
regarding the role please email your inquiries to the email address listed above. 

globalvoices.org.au 
facebook.com/globalvoicesau 

twitter.com/globalvoicesau 

PD last updated: August 2016 

Applications Close: Friday 14 July 2017 @ 5pm AEST 


