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POSITION DESCRIPTION
Interim Director- Business Operations
Part-time 0.4 FTE
From Date of Appointment - 30 June 2026
 
POSITION CONTEXT
Women with Disabilities Victoria (WDV) is the peak organisation for women with disabilities in Victoria. WDV’s 2025–2029 Strategic Plan envisions a safe and fulfilling life for all women and gender diverse people with disabilities in Victoria.
Our strategic priorities are to:
· Enhance WDV’s operational efficiency and funding resilience.
· Establish research partnerships with a focus on inclusion, health, gendered violence, sexual autonomy, and economic justice.
· Build gender-based accessibility and inclusion expertise across Victoria.
· Work to dismantle ableist and sexist attitudes and systems, develop community understanding of rights and educate and empower members to live safe and fulfilling lives.
· Embed a member and community led approach to advocacy and system change.
WDV values are accountability, diversity, inclusion, impact, equity, respect, accessibility, creativity, collaboration, and empowerment.
EMPLOYMENT CONDITIONS
Classification:	WDV Enterprise Agreement 2022
Based on the Social, Community, Home Care and Disability Services Industry Award 2010, as of 1 July 2025.
Salary Range SCHADS 8 Pay Point 1-3 plus Superannuation and Salary Packaging available.
Hours of Work:	0.4 FTE (15.2 hours per week) to be worked over Monday to Friday.
Tenure:               	This position is a fixed term contract from date of appointment until 30 June 2026.  
Position Location:	Hybrid – Melbourne CBD and working from home. 
	This role will be required to work from the WDV office at least 1 days per week at the WDV Office in Melbourne CBD.
PROBITY & COMPLIANCE REQUIREMENTS 
· Current consent to check and release National Police Record with a satisfactory outcome. Working with Children Check.
· Must possess Australian Citizenship, permanent resident status or applicable work visa. 
· WDV meets the special measures requirements of the Equal Opportunity Act (2010) for the remedial purpose of promoting or realising substantive equality for women and women with disabilities.

POSITION OBJECTIVES
The Interim Director- Business Operations is a Senior Executive at WDV and part of the Leadership Team. The Interim Director- Business Operations is a trusted advisor to the CEO and WDV Board and responsible for the operational performance of the organisation, with oversight for finance, risk, HR and enabling systems. 
This position is responsible for providing direct support to the CEO (including acting as required) and is responsible for leading a collaborative approach to financial management, quality and risk, operational efficiencies and fit-for-purpose information business solutions. The Interim Director- Business Operations ensures these functions are responsive, efficient and effective and meet the needs of stakeholders and staff.
The position’s role is to strengthen the organisation’s operational backbone, enabling the CEO to focus on external strategy and partnerships.
Operating with high autonomy and trust, the Interim Director Business Operations will translate big-picture strategy into actionable plans, and design and implement systems, processes and governance to enable sustainable growth and impact for WDV.

KEY RESPONSIBILITIES
Operational 	Leadership
· Provide advice, analysis and recommendations to the CEO and Board about finance, human resources, legal, risk, information technology and facilities.
· Oversee the work of the Operations teams and WDV Business Manager.

Financial Leadership
· Lead the development of budgets, financial forecasts and reports and corporate analyses that ensure delivery of the strategy through the provision of efficient and effective service operations.
· Lead the oversight of WDV’s financial infrastructure through monitoring of organisational reports, funding acquittals and overall organisational expenditure.

Compliance & Risk Leadership
· Manage Governance, risk management, OH&S, assurance and audit programs through the development of effective policies, processes and systems to ensure the organisation demonstrates best practice, remains compliant with relevant statutory obligations and licensing requirements. 
· Work with the Business Manager to ensure that policy and procedure reviews are undertaken and reflect contemporary best practice.


GENERAL RESPONSIBILITIES
The following responsibilities apply to all staff at WDV:
· Contribute to WDV’s capacity as a feminist organisation to deliver its goals, enable and support high performing teams and foster productive internal and external relationships.
· Provide verbal and written reports and activities data as appropriate.
· Use WDV’s SharePoint and employee OneDrive cloud-based document management system.
· Have an active involvement in a reflective learning organisation committed to strategic and operational planning, setting performance objectives, policy development and review, evaluation, risk identification and risk management.
· Work within organisational policies, procedures and the Enterprise Agreement. 

HEALTH SAFETY & WELLBEING REQUIREMENTS
· Participate in and contribute to Occupational Health Safety and Wellbeing activities to ensure a safe work environment for staff, clients, contractors and visitors.
· Comply with WDV OHS policies and procedures to participate in the achievement of a safe working culture.
· Follow OHS standards and raise any concerns in the appropriate manner.

OHS ADVICE FOR THIS POSITION
This position may require the following duties to be carried out:
· Setting up of IT, audio-visual and accessibility equipment
· Extended time in front of screens and sitting at desks
· Occasional overnight travel for training delivery or attending conference or events
· Coordination of setup and delivery of training, meetings and other events
· This position will require sustained periods of sedentary work. Adjustable desks are provided in WDV offices.

Work undertaken by WDV will bring employees into contact with information and 
experiences related to violence, abuse, exploitation of and discrimination against 
women with disabilities. WDV can offer supports, including our Employee Assistance 
Program, to women in the organisation who are working in this area.

ACCOUNTABILITY
The position will report on the delivery of agreed performance measures to the CEO.

ORGANISATIONAL RELATIONSHIPS
Internal Relationships
This position works closely with the CEO, Business Manager and Board.

External Relationships
This position manages relationships with external partners, contractors and suppliers. This position manages relationships with relevant government departments and agencies, project partners and community organisations. The position will work in collaboration with all members of the WDV staff. 

KEY SELECTION CRITERIA 
1. A demonstrated commitment to the values and principles underpinning WDV.  
2. Demonstrated experience working in operations at an executive level (COO, Director- Operations, or in a similar capacity preferred) with a minimum OF 10 years' experience working in such a capacity. 
3. Expertise in budgeting, financial planning and resource allocation to ensure operational efficiency. Strong financial and commercial acumen, with the ability to balance operational decisions against both sustainability and impact.

4. Demonstrated experience working with a Board. AICD or ICDA Qualifications highly regarded. 
5. Tertiary qualifications in HR, Commerce, Accounting or a Business-related discipline.  
6. Demonstrated experience successfully developing strategic goals into actionable projects, including managing multiple and sometimes competing priorities. 

7. Demonstrated experience in leading change management processes and turnaround planning.

8. Excellent judgement and problem-solving abilities, including negotiation and conflict resolution.

9. High level interpersonal, relationship and stakeholder management skills with the ability to lead and develop a high-performing multidisciplinary team 
10. Lived experience of disability is highly desirable.  

PD APPROVED: February 2026
1
PD – Gender and Disability Program Coordinator – July 2025 v1

8
PD – Interim Director- Business Operations 

image1.png
Women with
Disabilities
Victoria




