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Conservation
Volunteers
POSITION DESCRIPTION
Job Title: HOSPITALITY OPERATIONS MANAGER
Location: Little Desert Nature Lodge
Reports to: Director Australia Nature Tours

Contract: Full time

Position Summary Statement:

Australia Nature Tours is a social enterprise owned by Australia’s largest not-for-profit
conservation organisation - Conservation Volunteers Australia. We operate Little Desert
Nature Lodge, a private conservation sanctuary and eco-lodge offering accommodation for up
to 100 people; licensed dining, conference and function centre; tours; school camps and
educational programs.

The Operations Manager is responsible for managing the Lodge’s daily hospitality operations.

This position will;

e Provide leadership in the development and delivery of the Lodge’s hospitality
operations

¢ Oversee the financial management and performance of the Lodge

e Service the daily needs of our guests including front of house, food and beverage
operations, housekeeping, property maintenance and security, educational activities
and tours

e Positively represent the lodge and its services throughout the local community.

While taking a strategic overview and planning ahead to maximize profits, the position is very
hands- on. It will require active participation in running a hospitality business, leading by
example to deliver a standard of service and presentation that meets guests' needs and
expectations.

RESPONSIBILITIES AND DUTIES:

Business and Financial Management
e Operate the business in line with budget
Ordering and stocktaking
Maintain effective financial and cash management systems
Banking and implementing effective financial and cash management system
Financial reporting as required for CVA and the board
Identify and prepare grant fund applications
Undertake monthly business analysis and required reports
Identify opportunities to increase revenue and profitability

Management of Lodge Operations

e Day to day management of lodge operations - guest services, bookings,
administration, housekeeping, tours and activities, food and beverage services
Dealing with contractors and suppliers

Property repairs, maintenance and security

Maintain quality standards across the business

Act as relief on-site caretaker as need arises

Compliance with licensing laws, occupational health and safety, permits, accreditation
and other statutory regulations

e Other duties as required to effectively manage the lodge and service our customers
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Hospitality Services
e Front office duties — arrivals/departures, booking administration, customer inquiries,
payments and sales, daily balance of point of sales systems
Food and beverage service
Delivering tours and education activities as required
Accommodation and general property cleaning as required

Staff Management

Recruit and train staff

Provide leadership and direction to a small team of staff
Fortnightly staff rosters

Regular staff meetings

Understand correct awards and wages

The timely management of any staff grievances

ESSENTIAL QUALIFICATIONS AND EXPERIENCE:

Business and financial management

Proven history in hospitality and accommodation management

Responsible Service of Alcohol

Computer skills including use of RMS or equivalent booking system

Proven track record in leading small multi-functional teams

Demonstrated commercial acumen including profit and loss analysis, budgeting and
budget planning and cost control

e Current knowledge of OHS legislation and requirements

You will be expected to have a Full Driver’s License, Current Police Check and a Working
with Children Victoria.

DESIRABLE QUALIFICATIONS AND EXPERIENCE:

e Senior First aid
e Passion for supporting the conservation of Australia’s natural and cultural
environment.

WORKING RELATIONSHIPS:

The position will work with the Lodge Management committee, the Rewilding Project Officer,
who is responsible for land and wildlife at Little Desert, and the CVA Senior Management
team to achieve strategic business objectives and outcomes. External relationships with
suppliers, tourism bodies, regional businesses, local and state government bodies and other
industry contacts are also integral to the successful performance of the position.

WORKING CONDITIONS:
The position will require flexible hours of work including weekend and public holidays.

REGULARITY RESPONSIBILITIES:
The Manager will be the nominated licensee for the Lodge.

KEY PERFORMANCE INDICATORS:

e Expenses are in line with, or better than, budget

e Increased business turnover

e A positive working environment for staff is created and staff are supported to achieve
desired business outcomes

e Positive relationships within the local community

e A safe work place for all staff, customers and contractors

e Improved customer service and customer satisfaction
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KEY SELECTION CRITERIA

1. Hospitality management experience

2. Proven leadership ability to motivate, train and direct staff to achieve required goals and
positive work environment

3. Ability to think on your feet and adapt to changing conditions

4. Achievements in meeting income targets and managing business costs within budget
5. Customer service experience

6. Computer skills including on-line booking systems.

RENUMERATION

In addition to a fixed salary, a fully maintained vehicle available for private use, 9.25%
superannuation, 17.5% annual leave loading and the option to salary package will be offered.
A mobile telephone and computer will also be provided for business purposes.

As Conservation Volunteers is recognized by the Australian Tax Office as a Public
Benevolent Institution (PBI), salary packaging, which reduces the amount of tax to be paid, is
available to all full time employees. It should be noted that the fringe benefit associated with
the motor vehicle will form part of the FBT exemption limit. In line with Conservation
Volunteer’s Salary Packaging Policy, the option to salary package benefits is only guaranteed
as long as Conservation Volunteers Australia retains the PBI status.

For more information on the Lodge www.littledesertlodge.com.au and Conservation
Volunteers Australia www.conservationvolunteers.com.au
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