
 
 

 
 

ARTS LAW CENTRE OF AUSTRALIA 
 
JOB DESCRIPTION  
___________________________________________________________ 
POSITION:  FINANCE AND OPERATIONS MANAGER 
 
RESPONSIBLE TO:  Chief Executive Officer  
 
SALARY RANGE:  $85,000 -$95,000 per annum (+ voluntary salary packaging + 
superannuation). We would consider paying more for extensive experience.  
 
 

STATEMENT OF DUTIES 
 
Purpose 
Responsible for the day-to-day operations of Arts Law’s office, equipment and systems, 
drives all financial and administrative activities. 
 
 
1. Business Administration 
 
Manage and co-ordinate the activities of Arts Law to ensure smooth running of day to day 
operations within the approved budget, including specific responsibility for IT, Human 
Resources and Workplace Health and Safety. 
 
Create and maintain the company’s policies and procedures manual, playing a leadership 
role in the establishment of this information across the company. 
 
Provide reports on management information and key operational metrics as required. 
 
Report to ACNC and other external bodies as legislation requires. 
 
1.1 IT 
 
Develop and maintain the Arts Law’s IT strategy. 
  
Manage the company’s IT program and service agreements including licenses for all 
operating system related software, network, equipment, upgrades and back-ups as required. 



 
Manage and maintain the company’s IT systems, including the Salesforce database and office 
communications, and ensure the company website remains current and accessible.  
 
1.2  Human Resources 
 
Oversee and provide support for the ongoing implementation of operational Human 
Resources activities, including remuneration, recruitment, performance management and 
staff development. 
 
Maintain all records relating to HR activities, and ensure compliance with organisational 
responsibilities in this area.  
 
Contribute to strategic HR activities, including workforce and succession planning. 
 
1.3 Workplace Health and Safety 
 
Be the Workplace Health and Safety Officer for Arts Law and ensure the compliance with 
workplace policies and procedures for risk identification, risk assessment, risk control, and all 
relevant workplace health and safety guidelines. 
 
 
2.  Financial Administration 
 
Maintain the financial health of Arts Law and oversee all financial activities, including 
budgets, projections and forward planning.  
 
Prepare financial reports relating to budgets, accounts payable and receivable, profit and loss 
and other reporting as required. Ensure all necessary financial records are prepared and 
maintained. 
 
Ensure proper delivery of all financial requirements, including taxation, payroll and 
superannuation. 
 
All liaison with finance related stakeholders, including banks, ATO, auditor, company 
Treasurer and Finance Committee.  
 
Develop and implement appropriate financial policies and procedures, and maintain all 
required insurance policies. 
 
 
3. General and Office Management 
 
Build a motivated and professional admin team, monitor team performance, and provide 
guidance and leadership to ensure individual and organisational goals are met. 
 
Manage and direct operational activity in a manner that creates strong lines of 
communication between administration and the legal practice, including regular staff 
meetings and internal communication.  
 



Optimise administration processes to drive higher efficiency and effectiveness across the 
operation. 
 
Provide logistical support to the legal staff with travel, seminar arrangements and scheduling. 
 
Manage the provision of all office supplies, stationery and workplace consumables. 
 
Coordinate the production of marketing and other promotional materials.  
 
Establish and coordinate emergency procedures including fire and first aid and arrange 
training as required across the company’s facilities. 

 
 

4. Funding 
 
Assist with preparation and submission of funding applications for State and Federal funding 
bodies and manage the timely preparation and submission of funding acquittals. 
 
Liaise with funding bodies and manage collection and collation of statistics for funding 
applications, reporting to funders, annual reports and other purposes. 
  
Provide support for Arts Law’s fundraising efforts, including logistical and event management,  
and administrative support for other fundraising activities. 
 
 
5. Other 
 
Uphold the Mission, Vision and Values of Arts Law and maintain a commitment to the Code of 
Conduct at all times. 
 
Carry out other duties as may reasonably be required by the CEO. 
  



SELECTION CRITERIA  
 

FINANCE AND OPERATIONS MANAGER 
 

Arts Law is looking for someone who is highly organised, who has good people skills and can 
manage a large variety of tasks in a small and very busy arts law office. We would like a person 
with at least 5 years experience in a financial and administrative role in a cultural/not for 
profit organisation. 

 
Essential 
 
1. Excellent organisational and administrative skills.  
 
2. Strong financial management skills and experience. 
 
3. Experience working with a computerised accounting system, preferably Xero, and strong 

excel skills. 
 
4. Experience with computer system management in relation to a small Windows network 

small office. 
 
5. Experience managing Customer Relationship Management (CRM) systems, preferably 

Salesforce. 
 
6. Experience of successfully introducing new governance, tools and processes. 

 
7. Ability to supervise and motivate administrative support staff and volunteers. 
 
8. Ability to work co-operatively in a small office subject to changing demands and 

workload pressures. 
 
 
 
Desirable 

 
1. Experience in community-based organisations or arts organisations. 

 
2. Experience with funding applications and acquittal reports. 

 
3. Experience in website management. 
 
4. Previous involvement in fund-raising activities. 
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