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Position Description 

Operations Manager - Campaigns 
 

Department Australian Programs Team 
 

Location 
 

Melbourne 

Reports To Head of Communications & Education Direct Reports none 

Type (P/T or F/T) 4 or 5 days  Last Updated  July 2021 

Position Purpose  
This role ensures a single point of accountability in the management and delivery of integrated campaigns and 
communication projects towards the implementations of Tearfund’s mission to empower Christians in Australia to 
make biblically shaped responses to poverty and injustice. The Operations Manager reports directly to the Head of 
Communications and is focused on ensuring all aspects of the management, reporting and analysis of Tearfund’s 
communication campaigns is achieved. 
 
The Operations Manager will build and manage strong relationships with external contractors and suppliers (including 
designers, videographers, printers, mail houses etc.), and with internal teams, especially the Australian Program Team 
(APT). 

Position Accountabilities 
Accountability Outcome  
Tearfund Mission and Values 
This position supports Tearfund’s Australian 
Program strategy to inspire and empower 
Australian Christians to respond to poverty and 
injustice. This role particularly furthers 
Tearfund’s values of excellence, collaboration 
and accountability.  

 
Tearfund campaigns are delivered in timely, 
integrated and efficient way in line with our 
organisation’s Christian values and ethos.  
 
 

Essential 

Project Management 
1. Ensure the timely and successful delivery of 

integrated campaigns and communication 
projects. 

2. Serve as the lead point of contact for all 
stakeholders across integrated campaign 
and communication projects.  

3. Clearly communicate the progress of 
monthly/quarterly initiatives to internal and 
external stakeholders 

4. Ensure detailed learning and review of all 
campaigns and activities is delivered to 
relevant stakeholders.  

5. Oversee the management of outcoming 
communication and campaigns, ensuring 
developing trends and situations are 
adequately adjusted to.  

1. All communication projects/campaigns 
delivered on time, within budget and delivering 
on overall campaign and organisational 
objectives.  

2. Other Tearfund staff have clarity around areas 
of responsibility and channels of 
communication across all campaigns and 
projects.  

3. Relevant stakeholders are able to review, 
adjust and celebrate campaign and project 
progress and outcomes.  

4. Post campaign and project reviews support 
Tearfund’s culture of adaption, creativity and 
success.   

5. Appropriate adjustments are made to live 
campaign priorities and project expectations in 
line with overall organisational requirements.  

60% 

Stakeholder Management 
1. Develop trusted relationships with campaign 

leads and project teams to deliver on 
Tearfund outcomes.  

1. Strong and supportive relationship with Head of 
Communication, which enables greater 
capacity across the team.  

2. Communication projects and integrated 
campaigns bring out the best in the wide skill 

20% 
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Accountability Outcome  
2. Create and maintain strong working 

relationships with external stakeholders to 
deliver on Tearfund outcomes.  

3. Collaborate with Communications team to 
identify and share opportunities for growth 
and change to further enhance 
communication project and integrated 
campaign outcomes.  

 

base of Tearfund and are achieving our 
strategic goals.  

3. Communications Team is strongly supported in 
the delivery and execution of their projects and 
campaigns.  

4. The wider Tearfund team is updated on the roll 
out and status of key campaigns and 
communication projects.  

 

Systems Management 
1. Oversee Tearfund’s communication project 

management systems 
2. Oversee Tearfund’s image and content 

approval systems 
3. Build internal capacity by overseeing 

Tearfund’s communication training and 
systems access, including on; website, 
CMS, social media accounts, Salesforce.  

1. Tearfund’s project management and 
communication systems are kept updated 
ensuring projects and campaign success.  

2. All Tearfund images and content used comply 
with Tearfund’s policies and communication 
guidelines.  

3. All relevant Tearfund staff have clarity around 
their communication tools and systems training 
and access needs and responsibilities.  

20% 

Organisational Citizenship 
1. Work collaboratively with team members, 

role model Tearfund’s Christian values and 
be a positive example for both supporters 
and Tearfund staff. 

 
2. Participate in the spiritual life of Tearfund. 

1. Tearfund’s Christian values are lived out.  
Stakeholders experience excellence in 
engagement.  Models a ‘One Tearfund’ 
approach to work. 

2. Lead devotions as part of a roster.  
Participation in annual Staff Gathering. Provide 
prayer support to Tearfund’s People as 
appropriate. 

Essential 

Position Requirements 
Must Have o Active Christian faith and strong commitment to Tearfund’s Christian mission, values and 

ethos and ability to encourage others in their faith and justice journeys. 
o Highly organised, with expertise in developing, implementing and managing systems and 

processes that ensure everything runs smoothly and nothing slips through the cracks, with a 
strong capacity for learning, flexibility and resilience.  

o Strong project manager with a proven ability to juggle multiple account management projects 
at a time, while maintaining sharp attention to detail. 

o Several years of experience delivering customer-focused solutions for a range of 
stakeholders and passionate about creating amazing campaign and marketing solutions.  

o Working with others to solve complex challenges and have a demonstrated track record of 
excellent listening, negotiation and presentation abilities. 

o Data driven with experience measuring, monitoring and reporting on Google analytics, social 
media and email analytics.  

o Excellent verbal and written communication skills 
o Solid experience with CRM software (e.g. Salesforce, Zoho CRM or HubSpot) and MS Office 

(particularly MS Excel) 
 

Highly Regarded o Ability to dive into digital and have experience in design and delivery of digital marketing and 
content production.  

o Website content management experience via website CMS platforms such as Shopify and 
Craft.  

o Management of social media accounts, including content curation, copywriting community 
and influencer management. 

o Experience in the ‘for purpose’ or not for profit sector 
o Tertiary Qualifications in communication, marketing, or a related field.  

Working Environment 
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Tearfund’s Code of Conduct and policies set expectations for all of our staff. Everyone at Tearfund is responsible for 
workplace safety both in terms of their own behaviour and taking action to resolve safety issues they become aware of.  

Tearfund is committed to safeguarding children, the prevention of sexual exploitation, abuse and any kind of bullying or 
harassment. Tearfund uses child-safe recruitment and screening practices and requires staff to complete due diligence 
checks such as a Working With Children Check and/or National Police Check and to advise Tearfund of any changes to 
their circumstances in regards to Safeguarding related offences, during the term of their engagement.  

The Operations Manager - Campaigns will at all times carry out their responsibilities with due regard to Tearfund 
Australia's Safeguarding Policies and Guidelines.  

Tearfund values diversity and each staff member is expected to demonstrate a commitment to gender equality. 

Key Position Relationships 
Internal External 
o Head of Communications and Education 
o Communications Team 
o Australian Programs Leadership Team 
o Digital Services Director 
o Australian Program Team 
o Executive Leadership Team 

o External Agencies & Contractors 
o Tearfund supporters 
o Partner organisations 

 

Tearfund Mission 
Tearfund Australia is a Christian development, relief and advocacy organisation responding to global poverty and 
injustice. 

Our vision is for a just and compassionate world in which all people have the opportunity to achieve their God-given 
potential. We will 

o Inform, challenge and empower Australian Christians to make biblically-shaped responses to poverty and 
injustice. 

o Support community-based Christian groups, churches and mission organisations around the world as they work 
holistically with poor communities in development, relief and advocacy. 

o Adhere to biblical teaching, and evaluate our work and attitudes in its light. 
o Maintain a low-cost administration regime in order to maximize the funds allocated to project partners 

Tearfund Values 
As a faith-based Christian organization, Tearfund Australia seeks to adhere to biblical teaching and evaluate work and 
attitudes in its light. Consequently Tearfund Australia aspires to the following values: 

 
A commitment to the poor  
A commitment to the whole person 
A commitment to justice 
A commitment to prayer 
A commitment to relationships 

A commitment to participation 
A commitment to excellence 
A commitment to learn from others 
A commitment to collaboration 
A commitment to accountability 

 


