
 

 

 

 

Space2b Social Design 
Operations Manager 

 

Job description 

• Operations Manager 
• Paid, Fixed term, Permanent part time - 3 days (24 hours/ week) 
                MA000099 - labour market assistance industry ward- -  Manager Garde 1 pay point 1, plus Charity benefits 
• Fixed Term : 1st March  2021 – 30 January 2022 (possibility for ongoing) 
• Reporting to Space2b CEO 
• Closing date: Monday 1st February 

Space2b is excited to be recruiting for the position of Operations Manager at our unique and vibrant 
retail space in St Kilda which includes a shop, art gallery, workshop space and Laneway café. The 
position is three days per week. 

We are seeking an excellent communicator who is energetic, highly organised, motivated, self-
directed, and comfortable working in a dynamic work environment with a culturally diverse team. 
The successful applicant will respect people’s differences, appreciate diversity, and promote the 
culture of Space2b. 

We are a registered charity. This position is an opportunity to make a difference to the lives of newly 
arrived migrants and refugees who gain work experience, and develop and sell their beautiful 
products at Space2b. All of our profits are invested into programs to train new migrants and 
refugees to become economically independent. We are proud of our many successful and inspiring 
participants who are now selling their products in the shop and elsewhere. 

People from Culturally and Linguistically Diverse (CALD) Backgrounds are strongly encouraged to apply. 

PURPOSE: 

As Space2b Operations Manager your role will be divided equally between administration and the 
supervision of the gallery and retail areas. You will be primarily responsible for the smooth running 
of the Retail shop, Online shop and Art gallery. You will supervise the coordinators of these areas to 
support them in identifying and solving problems and making decisions, while ensuring that they act 
in a way consistent with Space2b values.   
 

RESPONSIBILITIES  

Administration 

You will manage the office operations and be responsible for the general management of the 
business. Tasks include: 

• Organise payment of bills, designers & artists, wages. 
• Staff meetings 
• Understanding of WHS/Risk Management processes as they pertain to the workplace 
• Purchasing of supplies & equipment 

 

 



 

 

 

Gallery and Retail Supervisor 

You will supervise the Retail & Gallery coordinators and ensure they meet their goals and outcomes.   

You will hold regular planning meetings with coordinators to oversee all aspects of their job 
description which includes: 

• Stock management 
• Management of designers and artists selling products in the shop 
• Promotions 
• In store and Online sales  

 

KEY SELECTION CRITERIA: 

• Team leadership experience 
• Exceptional organisational skills 
• Time management, systematic planning, prioritising and self-management 
• Analytical and problem solving skills 
• Effective written and verbal communication skills  
• Computer skills including Excel, Word, Mailchimp & Canva  
• Ability to work effectively with multiple stakeholders and people of all backgrounds and 

walks of life (ref Space2b vision) 

FAVOURABLE SKILLS AND COMPETENCIES 

• Program management, planning, documentation & evaluation skills 
• Decision making skills 
• Retail & sales experience 
• Website (wordpress) 
• Photography 
• Familiarity with program management tool asana 
• Experience with social media platforms such as Facebook & Instagram 

PERSONAL ATTRIBUTES 

• Be honest, trustworthy and respectful 
• Possess cultural awareness and sensitivity 
• Be flexible 
• Demonstrate sound work ethics 

 

Grab this opportunity or pass it on! We are keen to have this position filled asap.   

Together we make a difference! 


