	pOSITION dESCRIPTION

[image: A group of logos with text

AI-generated content may be incorrect.][image: A group of logos with text

AI-generated content may be incorrect.][image: Yellow line]POSITION DESCRIPTION – BUSINESS MANAGER

[image: A group of logos with text

AI-generated content may be incorrect.][image: A group of logos with text

AI-generated content may be incorrect.]BUSINESS MANAGER

	POSITION TITLE
	Business Manager
ALTERNATIVE TITLES: Operations Manager, Finance & Administration Manager  INSERT DELETE AS REQUIRED

	LOCATION:
	Example: 12 Rocky Road, Greenvale
	REPORTS TO:
	Club Manager

	STATUS
	Example: Full time 
	DIRECT REPORTS
	Example: 5

	PD PREPARED BY:
	Role Title
	DATE:
	Insert Date



	ABOUT EXAMPLE GYMNASTICS CLUB

	INSERT BRIEF CLUB DESCRIPTION HERE.  
Club Vision: INSERT CLUB VISION HERE
Club Mission: INSERT CLUB MISSION HERE


	

PRIMARY PURPOSE OF THE ROLE

	Reporting to the Club Manager, the Business Manager manages a financial and administrative team responsible for ensuring efficient and effective business management practices are in place to support Club gymnastics programs.

	KEY ROLE RESPONSIBILITIES

	SELECT KEY RESPONSIBILITIES FROM THE LIST – COVERING THE MAIN RESPONSIBILITY AREAS OF THE BUSINESS MANAGER – DELETE OTHERS
Culture & Leadership
Actively promote the vision, values, principles and practices of the Club
Contribute to building a culture of continuous business improvement to support the Club’s programs
Member Services
Build positive relationships with members
Ensure timely and efficient member services practices
Financial Management
Ensure effective, transparent and documented financial management policies, practices and controls that meet industry best practice standards and organisational objectives
Develop and implement efficient and effective systems and processes for collecting, analysing, verifying and reporting financial information
Ensure optimum investment and management of available Club funds
Ensure competitive supplier contracts and arrangements 
Ensure timely and informative budgets, forecasts and financial management reports 
Ensure timely and accurate lodgement of government taxation reports and payments
Effectively manage the implementation of auditor recommendations
Payroll
Ensure payroll processes and practices are accurate, timely and meet legislated and contractual obligations
Building & Property
Ensure organisational buildings, property and assets are well maintained, secure and effective risk management practices are in place
Ensure external contracts/leases support the Clubs needs and are up to date
Canteen
Ensure canteen menus comply with healthy food industry guidelines
Ensure canteen equipment is clean, well maintained, secured and functional
Ensure canteen is adequately stocked to meet catering requirements
Ensure canteen staff are adequately trained in safe food handling and equipment use
Ensure canteen operations meets legislated food handling, food safety and storage requirements
Administration
Ensure reception and communication systems are able to promptly and efficiently respond to or refer all enquiries
Ensure streamlined, timely and effective administrative support to Club programs and events
Ensure Club databases are accurate and up to date
Ensure hard-copy filing systems and records management systems are up-to-date and securely stored
Systems
Ensure IT platform, systems and equipment meets organisational needs 
Ensure effective and secure systems are in place to support the Clubs financial, administrative, reporting and program management needs
Ensure website is attractive, functional and regularly maintained
Staff Management
Build a competent and motivated reporting staff team committed to effectively support the business needs of the Club and its members
Ensure reporting staff are aware of, and adhere to current Club and industry business management policies, practices and guidelines
Ensure compliant and effective staff and volunteer management policies and practices are in place
Ensure reporting staff and volunteers are adequately skilled and trained to perform their roles
Safety
Ensure policies and procedures are in place to promote a strong safety culture ensuring Club staff and members facilitate safe practices at all times
Sustainable Organisation
Develop internal capability to ensure best practice program management processes meet organisational goals and objectives
Ensure key program performance indicators are set to inform management of outcomes and progress against goals
Initiate benchmarking studies to establish program improvement opportunities
Governance
Timely and accurate program and WHS reports are anticipated and/or submitted to the Club Manager/Committee of Management when requested
Other Duties
Actively update professional and industry knowledge and skills 
Other duties as reasonably required





	KEY RELATIONSHIPS

	Internal
Club Manager
Direct reports
Club staff
Committee of Management

	External
Gymnasts/members
Parents of members
Community bodies i.e. Council, Schools
Industry governing bodies (i.e. Gymnastics STATE/Australia)
Auditors



	KEY PERFORMANCE INDICATORS

	SELECT KEY PERFORMANCE INDICATORS FROM THE LIST – COVERING THE MAIN RESPONSIBILITY AREAS OF THE BUSINESS MANAGER AND ADD QUANTITATIVE MEASURABLES – DELETE OTHERS
Member retention rate targets are achieved
High member satisfaction with services provided
Low level of member complaints
Up-to-date and accurate member records and databases
Efficient membership administration processes
Positive feedback on own and Club performance is received from key stakeholders 
Club meets financial targets 
Strong stakeholder confidence and support regarding Clubs financial management
Business costs regularly reviewed with reduction strategies in place
Club optimises returns on cash reserves
Implement/manage timely and effective credit management practices
Identification, analysis and regular reporting of key Club metrics to Club Manager and Committee of Management
Effective purchasing practices
Documented supplier agreements are periodically market-tested
Audit recommendations are implemented effectively in a timely manner
High levels of accuracy in financial data produced
Accurate and timely payroll practices and payments that comply with current employment and superannuation legislation
Current and compliant staff employment agreements 
Buildings, property and assets are secure and well maintained, secure with effective risk management practices in place
Canteen menu meets healthy food industry recommendations
Canteen is clean
Staff working in the canteen are aware of and practice safe, hygienic food management and handling practices in accordance with food handling and storage legislation
Material Safety Data Sheets are up-to-date
Customers are satisfied with food/beverage services
Streamlined and efficient reception and administrative processes
Reception is appropriated staffed during required hours
Reception area is neat, clean and tidy
Club records are up-to-date and secure
Accurate, up-to-date Club records and databases
High level of stakeholder satisfaction with administration, financial, payroll and database systems
High level of user satisfaction with website
Up-to-date and accurate website
Reporting staff turnover less than 15%
Reporting staff comply with Club policies and protocols (including WHS)
Grievances and disputes are effectively managed resulting in low levels of escalation to Club Manager and or external bodies
High level of job satisfaction and reporting staff engagement
Competent and skilled reporting staff and volunteers
Up-to-date safety policies and procedures
Staff and volunteers are familiar with safety policies and practices
First aid and safety equipment is regularly checked and documented as required
Building safety equipment and systems are regularly tested and documented
Emergency drills are conducted 6 monthly
Staff are familiar with emergency procedures
Injuries are promptly recorded and notified
Low injury rate
Achievement of business planning goals
Significant business improvement initiatives achieved
Efficient, documented business management policies and processes 
Maintains financial security by establishing internal controls
Appropriate business and employee insurance policies are in place including building and property, public liability, injury and management liability insurances.




	RECRUITMENT AND SELECTION FOR THIS POSITION

	PERSONAL QUALITIES
	Self-motivated
Self-confident
Ability to think strategically 
Able to meet deadlines
Able to work autonomously and as part of a team

	SKILLS & KNOWLEDGE
	Sound knowledge of financial management, reporting, governance and risk management practices in Australia
Demonstrates sound communication and interpersonal skills at all levels 
Able to collect, combine and analyse information 
Track, record and champion continuous improvement of financial and business management initiatives 
Working knowledge of legislated financial compliance and reporting in Australia 
Sound knowledge of small business financial administration software (‘Name of Software’ an advantage)
Demonstrates ability to effectively lead, manage and motivate direct reports
Working knowledge of Microsoft based software including Word, Excel and the internet

	EXPERIENCE
	Prior experience managing the financial and business support functions in a not-for-profit organisation or small/medium sized organisation
Auditing experience an advantage
Experience successfully leading a team of direct reports

	QUALIFICATIONS
	Required
Degree or post secondary qualifications in business, financial or sports management
Current Blue Card/Working with Children Checks as applicable in State
Current Police Check
Desired
Current member of an Australian professional accounting body (i.e. CA, CPA)
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