Operations Manager Duties

Your position includes the following usual duties:

Facilities and safety

Ensure that the premises of QTC are maintained in good working order, suitable to the
requirements and standards of facilities used for the delivery of higher education
courses and units, events, and other operations of QTC; including cleaning, pest
control, fire management, roof & other certifications along with general maintenance.
Ensure that QTC meets Work Health and Safety (WHS) requirements, maintain required
documentation, complete incident reports and be the first contact for any WHS issues
arising.

Prepare WHS reports to the QTC Board

Manage arrangements for use of QTC facilities by staff, students and third parties,
including building access and inductions, room bookings, car parks and building hire.
Organise set up of rooms for lectures and events, including moving furniture.
Collaborate with Academic services on room use for lectures and intensives.

Liaise with building tenants on any information & events that may impact them.
Manage security for building, including being primary contact for security company.
Organise open/close roster during semester and holidays.

Ordering supplies as necessary to ensure the smooth functioning of the college.
Advise the QTC Executive on Preventative Maintenance Schedule including reviewing
and negotiating contracts related to building activities (such as cleaning, pest control,
air-conditioning, photocopiers, fire protection);

Communicate with the QTC Board and QTC Executive as required regarding longer
term maintenance and building issues.

Oversight of the Operations Support Officer, giving instruction and ensuring work is
completed in a timely manner.

Maintain First Aid certificate & First Aid kit; organise for additional staff to complete
the course annually.

Manage the QTC phone system.

Liaise with Financial Controller on budget preparation for building capital and
operational expenses and oversee various budgets.

Students

Assist with preparation and ongoing updates for important QTC information
documents for students including the QTC student handbook, student declarations,
and the student photo board.

Supervise the QTC Assistant to Operations Manager & Events Administrator.

Assist in co-ordination and planning of mission and study tours.

Preparation of invoices for student textbooks as needed.

Administration

Assist with practical arrangements associated with the appointment and settlement of
new staff at QTC;

Oversight of the College Calendar including events, staff leave, ensuring there are no
clashes and adequate staff onsite.



Manage practical arrangements for the hosting of visiting lecturers and speakers to
QTC, including travel arrangements, visas and accommodation.

Supervise volunteers engaged by QTC to perform reception and other general
administrative duties.

Assist with general invoice processing in MYOB, including authorisations and
payments, as needed; approve contractor invoices, cost coding and entry into MYOB.
Assist with practical arrangements for QTC Board meetings including room set up,
zoom links etc.

Member of and Secretary for College Steering Committee and QTC Executive.
Secondary contact/liaison for IT Support and Maintenance matters.

Oversight of and liaison for QTC Policies.

Participate as part of a team to deliver large events.



