
 

 

 

Position Description: NHT Operations Lead 

Position Title Operations Lead 
Responsible to  CEO 
Position Status Full time  

 

Primary Objective 

As a member of the New Horizons Tasmania management team, the Operations Lead will 
have operational oversight of the organisation’s administrative, policy and program 
delivery activities. Through a highly collaborative approach, the Operations Lead will 
provide support to the CEO in ensuring New Horizons Tasmania is achieving its strategic 
direction. The role will plan, organise, monitor and report on program activities, and 
ensure procedures and policies align with governance and compliance requirements.  

Position Responsibilities 

High level administrative coordination including support to CEO, staff management, 
budget oversight and accountability for the administrative functions across all areas of the 
organisation. 

Managing and maintaining the accuracy, currency, and completeness of all policies and 
procedures in alignment with all quality management system, including Work Health and 
Safety.  

Management of governance activity through active engagement with the Governance 
Committee, and delivery on relevant tasks and outcomes 

Reporting on all functions of the organisation through timely and accurate curation of 
information. Reporting functions will include relevant communications of financial and 
activity work plans, and drafting grant reports and funding reconciliations.  

Being a strategic point of liaison between partner organisations, including Government, 
mainstream peak body sport and recreation organisations, and those which support 
Human Resourcing and administrative functions.  

Provide support and advice to regional coordinators and other staff as relevant, 
particularly around volunteer and causal staff recruitment and management. 

Contributing to the growth of a state-wide presence for New Horizons Tasmania activities 
and programs, including identifying new inclusion opportunities. 



Role Capabilities and Skill Requirements 

Expertise in all administrative, financial, policy and quality systems and the ability for 
accurate reporting on associated activities. 

Critical, creative, and strategic thinker who analyses risks, makes sound decisions, and 
innovatively solves problems.  

Excellent communicator and relationship builder who seeks to empower other team 
members and work collaboratively across all operations. 

High level organisation and time management skills with adaptability to change whilst 
maintaining accuracy and a keen eye for detail. 

 


