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MANAGER
Office of the Managing Director 


Reports to: Managing Director, Director of People and Culture
Direct reports to this position: Executive Assistant


	SBS Values, Vision and Purpose

	The Manager, Office of the Managing Director is responsible for undertaking their work in a way that reflects SBS’s Charter, Vision and Values and complies with relevant SBS policies, procedures and practices. At SBS, we expect you to be audience obsessed, be bold and brave, embrace difference, participate fully and ensure that we look out for one another. We are all working together to fulfil SBS’s purpose and create a more cohesive society.



	Role Purpose

	The Manager, OMD is a highly visible partner that supports the Managing Director in the leadership and management of the daily operations of the executive office alongside the project management and execution of Managing Director owned initiatives. They are responsible for supporting the decision-making process, prioritisation, and planning of projects and to provide the organisational and internal and external communication touchpoints for employees, leadership team members and key stakeholders. A key area of responsibility will be the organisations of projects, people, time, and processes to ensure the effective operations of the executive office. 





	Main Responsibilities 

	Main tasks of the role include:
· Represent the SBS brand and the office of the Managing Director. Model outstanding leadership behaviours and role model SBS values. 
· Develop a highly effective, trusted and collaborative internal and external relationships with key stakeholders, SBS Board and SBS Executive committee members. 
· Coordinate the daily operations of the executive office, supporting the delivery of MD owned strategic and tactical initiatives and track and guide to completion. Coordinate all employee or external stakeholder events, staff functions and activities. 
· Manage all logistics including the upload and management of papers and presentations for executive committee meetings, board meetings, and leadership offsites. Participate in meetings as an observer or minute taker as requested. 
· Coordinate the Managing Directors meetings and engagements schedule. Undertake meeting preparation including the preparation of background papers, research, benchmarking and following through on assigned tasks. 
· To lead cross-functional initiatives, facilitate special projects, and ensure action items are executed on behalf of the Managing Director when required. 
· Assess all inquiries and communications directed to the Managing Director, determine priority and the proper course of action. To ensure information between parties is provided in a purposeful, timely and efficient manner.
· Act as a point of contact for the Managing Director’s direct reports. Triage all incoming requests for the executive’s time and work collaboratively to ensure diary and time management is aligned with the priorities. 
· Represent the Managing Director at internal or external meetings, activities or events when required where competing priorities don’t allow the executive to attend in person. 
· Manage the Executive Assistant to ensure all diary management, email control, expense management, administrative and personal support is provided to the Managing Director in a highly effective manner.



Minimum requirements of the role:

The Manager, OMD will have at least 6-8 years of experience in organisational administration, at least two years of experience in similar position. The ideal candidate will have the acumen and finesse to handle complex situations and multiple responsibilities simultaneously mixing long term projects with the urgency of immediate demands. 

They must possess exceptional judgment and communication skills and must exhibit the skills to collaborate with and achieve actionable results through others, the ability to build strong and sustainable relationships, and the capability to interact within all levels of the organization and with external stakeholders. 

They will have outstanding time management, planning and organisational skills alongside a meticulous attention to detail. The ability to maintain confidentiality and to handle sensitive matters with care is paramount. 

Additional Skills
· Knowledge of financial management and strategic planning
· Knowledge of human resource policies
· Excellent interpersonal skills
· Project management 

Qualifications
Bachelor’s degree in a Business-related field is preferred (Masters is desirable).





	Key Capability  

	Capability
	Level
	Behaviour

	Coaching (People Leader Capability)
	Organisation
	· Creates links between coaching objectives and organisational strategies
· Sets benchmark standards related to coaching practices
· Role models above benchmark coaching values and behaviours
· Gains organisational commitment to support a coaching culture
· Encourages a high-performing coaching culture

	Initiative
	Organisation
	· Anticipates obstacles to achieving organisational objectives
· Questions existing organisational standards
· Challenges existing organisational standards
· Initiates new strategic initiatives that move SBS forward

	Influence and Persuasion
	Organisation
	· Presents clear, convincing arguments to support key organisational strategies
· Negotiates to achieve win-win solutions for SBS
· Initiates the development of negotiation strategies to achieve desired outcomes
· Influences internal/external stakeholders towards acceptance, agreement or behavioural change
· Implements negotiation strategies to assist individuals and managers across SBS
· Influences through others where required

	Organisational Awareness
	Organisation
	· Anticipates the impact of social, political & financial dynamics on SBS
· Understands those social, political and financial dynamics that impact national/international markets & is up to date with competitors
· Uses information regarding how functions work together to benefit the business
· Promotes business sense & caution in the assessment of potential risks
· Develops strong cost control measures
· Uses financial reports when making organisational decisions

	Planning and Organising
	Organisation
	· Plans long-term strategic operatives 
· Schedules and prioritises multiple strategic initiatives 
· Establishes strategic priorities in a constantly changing, ambiguous environment 
· Utilises comprehensive plans to facilitate the achievement of strategic initiatives 
· Ensures sophisticated use of resources to meet organisational goals 
· Ensures that project management principles are supported throughout SBS

	Relationship Building 
	Organisation
	· Identifies strategic alliances/networks to facilitate the achievement of organisational objectives
· Uses key relationships to seek information of strategic importance
· Uses key relationships to gain access to sources of influence to support organisational strategies
· Manages stakeholder (shareholders, government and industry bodies, business partners, board members etc) interests
· Promotes nurturing positive working relationships across all levels of SBS




	Workplace Health & Safety 


	· Effectively promote and manage the work health and safety arrangements for the team as prescribed by the Health & Safety Management Arrangements.
· Work Health & Safety Act (Cth) 2011
· Work Health & Safety Act (Cth) Regulations 2011
· WHS Hazardous Manual Tasks Code of Practice 2018
· Work Health and Safety (How to Manage Work Health and Safety Risks) Code of Practice 2018
· Ensure employees are :
· made aware of their WH&S responsibilities
· have received adequate safety induction and other WH&S information, instruction and training to enable them to conduct their work safely
· follow safe work practices
· Ensure the physical and psychological safety of the workplace under your control by:
· ensuring regular workplace inspections are scheduled and conducted, involve the relevant HSR and recommendations made are actioned in a timely manner
· ensuring compliance with the relevant standards and legislation in relation to purchase and provision of accommodation, furniture and equipment
· identifying changes in the workplace/processes that may affect safety and ensuring that any associated risks are identified, assessed and controlled
· verifying the effectiveness of control measures at appropriate intervals including monitoring compliance with safe operating procedures, site induction requirements and Permits to Work; and
· Ensure all WH&S reporting is accurately completed and submitted within specified timeframes and any follow up actions are completed
· Support/implement early intervention strategies and return to work programs.
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