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Position Tile  

 

Office Manager 

Employment Type Permanent 

Reports to (Title) EO, Greater Shepparton Lighthouse  

Date created/revised  April 2022 

Position Type Permanent Full Time 

The Lighthouse Project  

Vision  
Greater Shepparton Lighthouse offers all young people the chance to realise their full potential and thrive.  

Purpose 
To improve the wellbeing and educational outcomes of young people from conception to career. 

Commenced in 2014, Greater Shepparton Lighthouse is leading a community movement that involves hundreds of local 

people in supporting every child to succeed. 

Greater Shepparton Lighthouse is an evidence-based project that engages parents, young people, residents, community 

leaders, government, funders, thought leaders and academics. 

We track, monitor and improve the trajectory for all children so that more are ready for school; transition successfully to 

secondary school; are healthy and happy in their teens; complete year 12 and transition to work and post-secondary study. 

Job Purpose  
Office Manager, Greater Shepparton Lighthouse is responsible for overseeing day to day operations, including HR support, 

IT, procurement, development and maintenance of policies and procedures and risk management, insurance, day to day 

office management, timely and accurate record and book keeping, debtor and creditor payments, end to end payroll 

services and completion of end of month organisational financials, assisting the organisation to deliver on its financial and 

governance requirements including employment, tax and superannuation requirements. 

Some management of people resources may be required as part of this role. 

The Office manager will be required to engage with banks, ATO, debtors and creditors and other team members to ensure 

effective completion of tasks. 

The position is directly responsible and accountable to the EO, Greater Shepparton Lighthouse and the Director of Operations 

and Innovation.  

Overall Impact  
This position is critical as it supports the team with day to day operations including HR support, financial, IT, providing 

timely and accurate data, processing of payroll to ensure and effective, harmonious and safe workplace 

Special Features or Challenges  
The special features or challenges of this role include:  

• Working independently and across a wide range of duties 
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• The role will require leadership and a flexible and innovative approach and willingness to problem solve. 

Level of Authority  
Level of authority to approve expenditure as is table in the Delegated Authorities  

*Operating supplies, $500˂ 

Constraints of Job Authority 
Constraints to the job authority include operational expenditure. Legislative and compliance requirements, operational 

requirements and strategic direction. 

Decisions Referred to Manager  
Any decisions outside the level of authority to be referred to the EO, Greater Shepparton Lighthouse. All publications and 

senior stakeholder engagement that could impact reputational risk, to be referred to the EO, Greater Shepparton 

Lighthouse for consultation and review. 

Sources of Guidance provided by the Organisation 

• Greater Shepparton 

Lighthouse Policies 

and Procedures 

• Greater 

Shepparton 

Lighthouse Code of 

Conduct 

• Greater 

Shepparton 

Lighthouse 

strategic 

documents 

• Greater 

Shepparton 

Lighthouse 

Volunteer 

Guidelines 

• The Governance 

Institute Australia, 

governance 

principals and 

standards 

• Work, Health & 

safety Act 

• Policies and 

procedures 

relevant to settings 

(eg Schools) 

• Child Safe 

Standards 

Victoria 
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Behaviour – Core Competencies 

Motivation/Time Management 

Definition: Possesses sustained energy and determination to set and meet challenging objectives.  The ability 

to organise resources to achieve a standard of excellence in outcomes and monitor on-going performance. 

Business Acumen 

Definition: The understanding of key business drivers for performance and use of sound business practices. 

The ability to use sound commercial principles in all areas of responsibility.   

Communication 

Definition:  The ability to effectively share ideas, thoughts, information and feelings with a diverse range of 

audiences to develop two-way understanding.  It includes speaking, listening and written communication 

skills. The ability to influence others towards a desired way of thinking or course of action and to secure 

agreement to achieve common goals through effective negotiation. 

Flexibility and Adaptability/Change Management 

Definition: Is open and receptive to appropriate change.  The ability to manage and shift priorities as 

required, and to incorporate new approaches in support of changing business needs.  Possesses confidence in 

challenging the status quo and providing input to change efforts. 

Leadership  

Definition: The ability to lead, guide and motivate groups of people to deliver results, build teams and 

encourage risk taking, initiative and responsibility.  The confidence to display leadership even when not acting 

in a formal leadership role. 

Managing People 

Definition: The ability to manage people to achieve maximum efficiency and productivity. The knowledge and 

understanding of management practices that enables the effective use of the Performance Excellence 

Framework to manage performance, clarify expectations, provide coaching and feedback, reward staff, lead by 

example and identify development needs. 

Relationship Building 

Definition: The ability to identify, build and maintain formal and informal networks and productive 

relationships with both internal and external stakeholders. It includes leveraging these contacts to influence 

positive outcomes for the Business.   

Service Focus 

Definition: A desire to help or meet the needs of others. The ability to respond to the changing needs of the 

client while maintaining a high standard of quality. 

Teamwork 

Definition: The ability to work cooperatively across organisational boundaries to achieve shared goals. 

Possesses an understanding of team dynamics and provides tangible contributions to teams, fostering 

collaboration and an environment of mutual trust and respect. 

 

https://www.facebook.com/1589363304616295/photos/1590981667787792/


POSITION DESCRIPTION     

4 

 

Behaviour – Demonstrated actions 

Motivation / time 

management 

• Actively seeks out feedback from 

others on own performance. 

• Able to quickly prioritise conflicting 

demands and evaluate opposing 

arguments. 

• Sets targets to achieve results. 

• Motivates self and others to 

focused efforts to meet deadlines 

even in demanding timeframes 

Business Acumen 

 

• Operates successfully in a 

commercial environment. 

• Applies sound commercial principles 

to all areas of responsibility. 

• Understands what is commercially 

achievable and makes sound 

business decisions.  

• Gathers information from diverse 

sources to make informed business 

decisions. 

• Confident in negotiating with private 

sector. 

Communication  

• Composes communications which 

convey specialised concepts in 

order to influence outcomes or 

decisions. 

• Tailors communication style and 

method of delivery to the level of 

the audience. 

• Prepares and delivers confident 

and persuasive presentations. 

• Knows the audience and identifies 

and uses this knowledge to build 

strategies to influence outcomes. 

• Organises events and meetings to 

facilitate information sharing. 

• Negotiates agreement on complex 

issues. 

Flexibility and Adaptability / 

Change Management 

 

• Demonstrates flexibility in thinking. 

• Adapts to and manages the 

increasing rate of change and copes 

with ambiguity. 

• Shows responsiveness to emerging 

issues. 

• Welcomes ideas for improvements 

to structures, procedures and 

technologies. 

• Challenges the status quo by looking 

for ways to enhance efficiency and 

effectiveness. 

 

Leadership 
 

• Leads by collaboration and 

facilitates leadership in own areas of 

responsibility. 

• Motivates and coaches teams to 

high performance 

• Utilises a range of leadership styles 

• Recognises critical issues for the 

organisation and seeks to address 

these. 

• Inspires a sense of purpose and 

direction. 

• Lives and promotes the values and 

goals of the organisation. 

Managing People 

• Communicates accountabilities 

and responsibilities and holds staff 

accountable. for delivery 

outcomes  

• Builds a sense of ownership and 

shared responsibility within the 

team. 

• Provides performance feedback, 

both positive and developmental 

as soon as possible after the event. 

• Empowers others by encouraging 

employee feedback and 

involvement in team decisions. 

• Provides support for solving 

problems and removes roadblocks 

for staff and timeframes.  

• Identifies talent and motivates and 

supports people to learn through 

coaching and mentoring. 

• Delegates effectively to help 

people increase their skill and level 

of responsibility.  
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Relationship Building 

• Works collaboratively to reduce 

organisational ‘silos’.  
• Focuses upon establishing and 

maintaining productive relationships 

with key internal groups to ensure 

collaborative work practices. 

• Develops a broad network of useful 

contacts both inside and outside the 

Business. 

• Actively fosters productive two-way 

flow of ideas.   

 

Service Focus 

• Seeks to understand clients’ 
operating environment and to 

understand their issues/problems. 

• Develops and implements systems 

and policies to ensure outstanding 

client service is achieved. 

• Establishes systems to gather 

feedback from clients about service 

and to identify areas for 

improvement. 

• Models high standards of service 

delivery to clients and stakeholders. 

Develops strategic alliances with 

external groups to enhance the 

quality of service. 

 

 

Key Accountabilities  
Planning and 

Managing  

Oversees day to day office 

processes and procedures 

to ensure the effective 

management of the 

initiative. 

 

Plan and secure  

appropriate services to 

support  the effective 

operations of the business 

including HR, IT, insurance, 

leases, MOUs etc. 

 

In conjunction with 

management, develop and 

maintain appropriate policies 

and procedures to ensure the 

safe and effective operations 

of the organisation. 

 

Help create and manage 

budgets and forward plans to 

understand the resourcing 

needed to successfully 

achieve agreed outcomes 

going forward.  

Work with Management to 

establish agreed operating 

procedures to support 

outcomes. 

 

Maintain privacy of all 

records, and documented 

information 

Develop and maintain 

appropriate management 

and information systems to 

ensure  the effective 

management and use of 

records for the organisation 

including documenting 

timelines for project 

delivery, funding and 

acquittals. 

 

Engagement  

 

Engage across the 

organisation to ensure the 

successful adoption and 

implementation of 

processes, policies and 

procedures including OHS, 

financial and accounting 

systems, site management, 

IT, HR etc.  

Share experience and provide 

advice, direction and 

leadership to other people in 

the organisation, and across 

the work.  

 

 

Engage in a professional and 

productive manner with 

members of the public, 

community, stakeholders, 

partner orgs, Board and table 

members, suppliers etc to 

ensure successful outcomes. 

Maintain principles of 

collective impact, equity 

and justice, preventing 

discrimination and acting 

with integrity, in an ethical 

manner. 
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Leadership Embrace and promote the 

values of Greater 

Shepparton Lighthouse. 

 

Promote a positive, 

welcoming, and nurturing 

environment where 

everyone is equally valued 

and respected. 

 

Demonstrate and 

encourage positive 

communication and 

behaviours. 

Support other staff and 

volunteers in creating a 

positive environment. 

 

Respect and maintain privacy 

and confidentiality at all 

times. 

 

 

 

Identify and communicate 

ideas to improve service 

performance or efficiency. 

 

Maintain a co-operative 

working relationship with 

other team members and 

volunteers, as required 

 

Demonstrate and 

encourage positive 

communication and 

behaviours. 

 

Maintain strong diverse 

relationships with 

stakeholders 

 

 

Operational 

Management 

 

Undertake all relevant 

administrative duties in a 

timely manner including 

maintenance of accurate 

records. 

 

Where required engage with 

stakeholders and attend 

relevant meetings and 

relevant activities. 

 

Report, document and 

respond as per protocols to 

any incidents, grievances, or 

risks in a timely manner 

Report, document and 

respond as per protocols to 

any finance related 

requests in a timely 

manner. 

Innovation 

and 

continuous 

improvement  

 

Understand and utilise our 

vision to drive decisions, 

prioritise effectively and 

understand the impacts of 

decisions, managing risks 

appropriately. 

 

Be prepared to try, test and 

learn and modify practices 

and projects to increase 

chances of success. 

 

Encourage the 

implementation of 

collaborative, community-led 

service models and change.  

 

 

 

Provide timely feedback to 

EO on risks, issues and 

opportunities. Continually 

seek opportunities to 

improve practice, processes 

and outcomes. 

Continually review the 

range and suitability of 

resources to deliver on 

priorities including partners, 

staffing, funding and models 

of delivery. 

 

 

Worksafe,  

Health and 

Safety  

 

 

Develop and maintain a 

work health and safety 

framework including 

understanding all 

compliance requirements in 

respect to health, safety 

and the workplace. 

 

In conjunction with 

management, developing 

and reviewing an 

appropriate set of policies 

and procedures to ensure 

the safe and effective 

operations of the 

organisation. 

 

Maintain an effective COVID 

policy and organisational 

response to the Pandemic to 

ensure compliance and 

minimise risk  to staff, 

volunteers, community 

members, children and 

families participating in our 

initiatives, visitors to our sites 

etc. 

Ensure all 

staff/partners/visitors etc 

comply with COVID policies 

and requirements via regular 

reporting, updates, alerts and 

reminders.  

Participate in employee 

consultation to ensure that 

risk management planning, 

incident management, and 

safe work practices are 

implemented to reduce risk 

to employees, participants, 

volunteers and members of 

the public.   

 

Create and maintain a cycle 

of regular review to ensure a 

current understanding and 

adherence to all government 

and other compliance. 

Organise and participate in 

employee meetings to plan 

and implement safety 

procedures and ensure 

compliance across the 

organisation including 

regular reviews and 

updates. 

 

Organise and participate in 

training for the purposes of 

health, safety and 

wellbeing across the 

organsiation. 

 

Be accountable for your 

health, safety and 

wellbeing, by 

demonstrating compliance 
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Develop and maintain a risk 

register recording, acting 

and reporting on risks 

across the organisation on 

behalf of the EO and Board. 

Identify and report risk to the 

EO to ensure incident 

reporting and safe work 

practices are implemented. 

with internal policies and 

procedures related to OHS 

and Workers 

Compensation.   

 

Knowledge, Skills, Attributes and Experience  

Highest level of skills required to perform at a competent level  
• Demonstrated skills and understanding of business and associated fields including OH&S, finance, IT, HR etc 

• Sound financial literacy, including budgeting, planning and accountability 

• Experience working with payroll and debtor / creditor systems and Xero 

• Demonstrated leadership skills  

• Strong verbal and written communication skills  

• Self-directed - you are competent in establishing and delivering on your work plan  

• Hold a current Working with Children Card and Police Check 

• Hold a current driver’s license  

• Comply with Victorian Government Covid19 vaccination requirements 

Desirable Experience and Knowledge  
• Relevant Degree or qualifications in finance, business management or related field 

• Proven project management skills including alignment of resources and reporting on outcomes 

• Demonstrated skills in the critical analysis, interpretation and presentation of data and information at a complex 

level from multiple databases and sources 

• Knowledge of information management systems, records management, reporting functions for organisations    

• Interpersonal skills which facilitate interaction and co-operation with relevant groups and individuals and the 

ability to negotiate and resolve conflict  

Occupational Health and Safety   
Employees and Managers to accept responsibility for:  

• A continuous improvement focus, in your leadership capacity, to identify and participate in the implementation of 

current ideas that will improve client delivery and business efficiency 

• Working to approved procedures and encouraging others to do the same  

• Supporting and participating in improvements to work processes to minimize risks 

• Reporting and discussing with management suitable control measure 
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Office Manager 

 

Name…………………………………………………………………………………………Signature………………………………………………………….. 

 

Executive Officer, GSLP 

 

Name…………………………………………………………………………………………Signature …………………………………………………………. 

Date: 
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