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	Position Title
	Finance & Operations Manager


	About the Finance and Operations Manager role

	The Finance and Operations Manager plays an integral role as part of the Stephanie Alexander Kitchen Garden Foundation (SAKGF) through leading delivery of our whole of organisational approach to people and culture, finance and compliance, and enabling operational systems, processes, practices and tools required to perform the work of the Stephanie Alexander Kitchen Garden Foundation (SAKGF).
Reporting to the Chief Executive Officer (CEO), the Finance and Operations Manager is a key member of the Management Team and leads a small committed team.
Strong not-for-profit experience, finance and business acumen, excellent communication/negotiation skills along with the ability to build and maintain strong relationships internally and externally are required for this position.  




	About the Stephanie Alexander Kitchen Garden Foundation  

	The Stephanie Alexander Kitchen Garden Foundation is a not-for-profit charity providing the program framework, support and inspiration for educators and community to deliver pleasurable food education to children and young people across Australia.  Celebrating 20 years in 2021, the Foundation was founded by Stephanie Alexander AO and now supports early childhood services, primary and secondary schools and community settings across Australia. The Kitchen Garden Program creates the opportunity for children and young people to connect to themselves and the earth, to foster an awareness of food production and preparation to develop lifelong positive food health, wellbeing and sustainability habits, as well as practical and social skills.  The Foundation partners with philanthropic organisations, government, business and individuals to make positive change in the food, health, wellbeing and sustainability habits of children and young people, families and communities across Australia. 

Our Vision

Children form positive food habits for life.

Our Mission

We provide the inspiration, information, professional development and support for educational institutions to deliver pleasurable food education in conjunction with educators, partners and the wider community. 

Pleasurable food education is a fun, hands on approach to teaching children about fresh, seasonal, delicious food so they can form positive food habits for life. The approach engages children and their families, connects community and positively influences local food cultures. Delivered through kitchen garden programs and community activations, pleasurable food education has health, wellbeing, education, sustainability and community benefits, and aims for longstanding change in the food habits of Australian children.

Our priorities

1. Provide exceptional support to enable all schools and early childhood services to deliver embedded,

robust pleasurable food education.

2. Reinforce and leverage the Foundation as the leader in pleasurable food education.

3. Build the long term sustainability of the Foundation
Our values

Creative and innovative, collaborative, continuous learning, practices prudence, professional relationships


	Key accountabilities/activities

	Financial Operations, Reporting & Transactions


	· Financial records, controls, procedures and reports are created, implemented and monitored in a timely manner to ensure best-practice financial management and compliance.

· Budgeting, forecasting and audit processes are developed and managed in line with organisational objectives.

· Audit Finance and Remuneration Committee and independent audits/auditors are engaged with, participated in, and reported to as required.

· Bank accounts and investments are managed, monitored and reconciled.

· Manage the provision of accounts payable, payroll and salary services.

· All statutory reporting is completed on time and in adherence with regulations

	Governance and Risk
	· SAKGF work practices are compliant with industry and Government requirements.

· Strategic and operational risk frameworks, policies and procedures are established and maintained.

· Compliance/Governance risks or breaches are reported to the CEO as soon as they are known.

· Organisational policies 

	Information & Communications Technology
	· ICT hardware and software is fit for purpose and improves efficiency and effectiveness of the SAKGF team.

· ICT Projects are managed to be delivered to scope, on time and within budget.

	People, culture and operations  
	· SAKGF work spaces are functional, safe and fit for purpose.
· Workplace and assets are secured and monitored.

· Occupational Health and Safety systems are in place and effective. 

· People and culture and human resources policies and processes are in place and HR records are maintained.
· Organisation events and volunteers are coordinated (with other team members).

	Leadership
	· Lead, manage and support the day-to-day activities of the Operations team, in order to deliver outcomes and targets consistent with annual plan priorities and budget priorities and in line with the SAKGF philosophy. 

· Manage budget effectively with regular communication with the CEO and Management Team as required and requested.
· Lead a positive team dynamic and culture consistent with SAKGF values. 
· Be an active member of the SAKGF Management Team, collaboratively leading the organisation to develop and deliver on strategy, priorities, budget and culture.
· Participate in SAKGF organisational activities and undertake other duties and opportunities as required by the CEO to support the strategic directions of SAKGF.

	Participation
	· Passion and commitment to SAKGF’s vision and mission is demonstrated

· A positive, can-do, collaborative and adaptive attitude is displayed

· Participation in meetings and events is constructive, professional and enthusiastic

· Reports that track progress against strategic and annual financial and non-financial goals are prepared as required

· Formulating and documenting processes is standard practice

· Commitment to the integrity, validity, currency and security of all SAKGF’s information is continuous


	Selection Criteria

	All applicants are required to have a National Criminal Health Check, valid Working with Children Check, s current driver’s licence, and an up-to-date COVID vaccination certificate, unless a medical exemption is provided.

	1.0

Specialist expertise


	· Demonstrated Finance and Operations leadership experience in an NGO or related environment. 
· Technically proficient in the Microsoft suite of programs and experience in the use of relevant systems including CRM (eg. Salesforce) and MYOB (or similar).

	2.0

Knowledge and skills


	· Organisational Finance and Budget management – proven ability to lead and implement organisational finance and budget functions. 

· Staff Management – Demonstrated experience in people management including managing and motivating staff in a complex and changing environment.

· Interpersonal and relationship building - demonstrated effective interpersonal skills with the ability to build and maintain strong working relationships both internally and externally to achieve outcomes.

· Project Management - demonstrated ability to manage priorities and multiple issues and projects simultaneously, take responsibility for projects and show a proactive attitude.

	3.0

Personal attributes


	· Purpose alignment - passion and commitment to SAKGF’s vision and mission is demonstrated.

· Values alignment - is committed to SAKGF values.

· Ethical – has integrity and principles; reflects expected standards of behaviour.

	4.0

Qualifications
	· Tertiary qualifications relevant to finance and/or business management.  


	Key Performance Indicators

	Key Performance Indicators (KPIs) are specific measures that demonstrate that outcomes in each key activity have been achieved. KPIs will be negotiated with the individual employee and reviewed annually.
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