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ALWS Operations Support Manager - Role Overview     February 2021 

 
 

ALWS is the overseas aid and development agency of the Lutheran Church of Australia. For over 
70 years ALWS has been bringing love to life around the world, by providing life sustaining care to 
those suffering or fleeing from poverty, injustice, and disaster.   

ALWS enables churches, schools and communities across Australia to support both short-term 
emergency response and longer-term community development initiatives.  In collaboration with the 
Lutheran World Federation, ACT Alliance and the Church Agencies Network, we reached over 
300,000 people in need in 2019 across 13 countries in Asia, Africa and the Pacific, providing over 
5.1 m AUD in support to front-line partners and technical assistance to ensure accountability and 
life changing outcomes.    

Over the last decade, ALWS has expanded its team, reach and impact. An organisation and 
culture rich in commitment, experience, skills and values-based behaviour has developed. The 
ALWS’ team is currently 21 members strong, with half the team working in part-time roles.  Just 
under half the team members are located in Albury NSW, and the rest around the country working 
from home, church or school offices.  

Role Context:   

A number of organizational developments are underway at ALWS, including  

Looking to the Future:  ALWS is finalizing its new strategic directions 2021- 2026, and developing 
an operational plan to accompany the strategy.   

Investing in Systems:    We are currently bringing on new / upgrading a range of support systems, 
including a new financial management software (MYOB), budgeting and reporting tools; a new 
CRM/donor database to improve our engagement with supporters, and upgraded HR & payroll 
system, and enhanced IT & digital capacities.   

Investing in People:   We are evolving our organisational structure to ensure strong resourcing, 
professional development and succession planning, and supporting the governing board to refresh 
its structure, policies and meeting arrangements.   

Continuously Improving:   ALWS is preparing for external re-accreditation with the Australian 
Government in mid - 2021, an organisational-wide systems audit which occurs every 5 years.  
ALWS' Board is growing and renewing, with a newly revised constitution and a skills and diversity 
matrix now in place.   We are also adjusting our ways of working to a new virtual reality coming out 
of the COVID-19 pandemic.   

Role Overview   

The Operations Support Manager will play a key role in enabling and supporting the ALWS team to 
achieve the outcomes of these organisational change processes.  The role reports to the Executive 
Director and will collaborate closely with the Management Team at ALWS.  

This is a 4 day per week interim role (fixed term contract) for 9+ months March – December 2021, 
preferably located in the Albury/Wodonga area.  A flexible, remote working arrangement can be 
negotiated with frequent travel to the Albury NSW office.   



 pg. 2 

Key Responsibilities 

The core functions of this role are linked to organisational development processes underway at 
ALWS: 

1. Business Systems Change:  coordinate & support key systems change processes 
underway, including in financial management & reporting, human resources and CRM.  
This includes developing procedures and tools, supporting staff to adapt to new systems, 
tracking roll-out and resolving obstacles, coordinating planning & training across teams, 
and reporting progress. 

2. Organisational Review:  support the organisational structure review process and the steps 
to take recommendations forward.  This may include support with staff engagement, 
industrial relations compliance and role change documentation / position description 
updates.     

3. Operational Planning:  Coordinate the development of an operational plan to accompany 
the new agency strategy.  This may include assisting the MT to plan and run meetings to 
garner staff input, as well as researching, creating or tailoring planning tools that enable the 
team to track progress, identify challenges and report out on the plan. 
 

The Operations Support Manager will coordinate the streamlining of operational systems, and 
support the refresh of related policies and procedures, as well as provide advice and support to 
management and governance on a range of compliance and risk matters.   

A detailed workplan & deliverables schedule will be developed in collaboration with the successful 
applicant, and updated periodically as the projects progress, and opportunities and challenges are 
identified.   

Selection Criteria  

 Tertiary qualifications and/or equivalent combination of relevant experience  

 At least 5 years professional business management experience, particularly in human 
resources, financial management, operational planning and support systems.   

 Demonstrated change management acumen:  a track record in coordinating organisational 
systems improvement processes with a focus on developing simple and meaningful 
operational tools and processes, and supporting teams to adapt their ways of working.    

 Strong organisational and collaborative project planning skills, from conception to 
completion, and experience analysing and reporting outcomes.      

 Skilled communicator (written, verbal, virtual) and adept at working independently as well 
as part of a multi-disciplinary team.   

 ICT Competent:  particularly with the MS suite (Word, Excel & Powerpoint) and MYOB 

 Experience with small, dynamic and growing not-for-profits, including faith-based contexts 
(international aid & development sector a plus)  

 Passion for building a more just and sustainable world 

Other Requirements:  ALWS is committed the safeguarding of children and vulnerable adults, and 
undertakes rigorous screening, including referee checks, criminal record checks and working with 
children checks, where applicable.   

How to Apply:  Please submit your CV and a cover letter addressing the selection criteria to 
jobs@alws.org.au by Sunday 7 March.   


