
 

About Us 
The Council of Small Business Organisations Australia (COSBOA) is Australia’s peak body exclusively 
representing the interests of small business. We are passionate about elevating small business voices 
across Australia to make a real difference from policy to advocacy and more. Through our members we 
represent an estimated 1.3 million of the 2.5 million small and family businesses that operate in Australia. 

Our core belief is that small businesses are the heartbeat of Australia’s national economy and our local 
communities. We work towards a productive, sustainable, and supportive environment in which Australian 
small businesses can grow and prosper. 

The COSBOA team is connected to their core purpose and are empowered by making a real difference 
through their work. The core team work closely with a variety of skilled contractors and strong networks, 
leveraging lived experience and incredible skillsets to achieve success for small business. 

Working with COSBOA means working for your community. 

About The Role 
The Chief Executive Officer (CEO) will lead the organisation to achieve the strategic objectives of the 
organisation. These include to advocate for the small business community providing a credible voice for 
Small Business.  

The role of the CEO comes with a profile within the Australian political and media landscape and as a 
spokesperson for the small business community. 

The CEO is supported by a talented, enthusiastic team all deeply connected to the cause.  Your role is 
critical in adding to the strong culture of COSBOA and leading through a values lens. 

Your role reports directly to the COSBOA Chair and Board with national reach. Working closely with a 
board of engaged, passionate volunteers, you will have the opportunity to drive real change and growth at 
the heart of Australia, small business. 

About You 
• You are someone who wants to make a difference and is an enthusiastic and experienced leader. 

Your leadership style enables the teams you lead to be the best they can be and grow with you as 
their coach. 

• Your industry experience and deep understanding of the regulatory landscape relating to small 
business will enable you to communicate with influence and drive policy change. 

• Your ability to respectfully engage and nurture relationships with a diverse range of stakeholders on 
contentious public policy issues, building consensus and collaboration where possible, is required. 
You are an effective communicator with experience as a spokesperson liaising with both media and 
all levels of Government. 

• You actively seek to improve processes and increase efficiencies in a small team environment. We 
welcome your organisational skills and your ability to prioritise across a range of responsibilities. 

• You lean on your experience in a similar role and/or qualifications as well as look ahead through a 
continuous improvement lens. We are interested in your working experience and your ability to give 
us an idea on how you would add value to COSBOA through this role. 

Apply Now 
To join our team, please send a cover letter telling us why this role is for you, addressing your skills and 
experience and the value you’d add to the team along with your resume to: info@cosboa.org.au 

For a confidential discussion on the role, please contact Rochelle Burdge on 0419 998 679. 
Applications are now being accepted and are planned to close by COB Friday 3 March 2023  

We value workplace diversity and are committed to providing a supportive, inclusive, and respectful work 
environment, this starts with the candidate experience. We welcome applications from people of all abilities, 

backgrounds and life experiences and encourage applications from indigenous Australians, people with a disability, 
people from culturally and linguistically diverse backgrounds and mature-age people. If we can assist you through 

any stage of the selection process, let us know!



 

 
 
 
ABOUT COSBOA 

The Council of Small Business 
Organisations Australia (COSBOA) is 
Australia’s peak body exclusively 
representing the interests of small business.  

We provide an Australia-wide voice, so our 
small business community is empowered, 
represented, and respected in the decision-
making process.  

COLLECTIVELY, COSBOA MEMBERS 
REPRESENT AN ESTIMATED 1.3 
MILLION OF THE 2.5 MILLION SMALL 
AND FAMILY BUSINESSES THAT 
OPERATE IN AUSTRALIA. 
 
 
OUR VALUES 

 
Collaboration 

• We work with others to 

achieve our goals 

Pragmatism 

• We seek meaningful and 

achievable change 

Integrity 

• We engage honestly and 

openly 

CHIEF EXECUTIVE OFFICER 
POSITION DESCRIPTION 

THE ROLE 
TITLE Chief Executive Officer 
REPORTS TO COSBOA Chair & Board 
COMMITMENT Full-time contract 
CLASSIFICATION Executive 
LOCATION Principally Canberra, ACT 

 
The Chief Executive Officer will lead the organisation to achieve the strategic 
objectives of the organisation. These include to advocate for the small business 
community providing a credible voice for Small Business. 
The role comes with a profile within the Australian political and media landscape and 
as a spokesperson for the small business community.   The ability to respectfully 
engage with a diverse range of stakeholders on contentious public policy issues, 
building consensus and collaboration where possible, is required.    
 

KEY RESPONSIBILITIES 
STRATEGIC 
LEADERSHIP 

Champion and lead COSBOA’s: 
• Organisation & brand 
• Policy and Advocacy  
• Resources (inc. people and finance) 

EFFECTIVE 
RELATIONSHIPS 

Develop and maintain effective and respectful 
relationships with: 
• Members, staff and board  
• Politicians, advisors, departments & regulators 
• industry leaders 
• sponsors, consultants and others 

PROJECT 
PORTFOLIO 

Oversight of projects and development of new 
opportunities 
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MEASURES OF SUCCESS AND KEY ATTRIBUTES 
 
KEY COMPETENCIES DESCRIPTION MEASURE OF SUCCESS 

STRATEGIC LEADERSHIP • Work with the board to develop 
organizational strategy 

• Work with COO and team to implement 
strategic aims 

• Successful Implementation and 
achievement of strategic goals is 
demonstrated 

PEOPLE LEADERSHIP 
AND ORGANISATIONAL 
CULTURE 

• Lead operational team to implement key 
goals and personal growth 

• Champion the organisational culture 
with a strong focus on COSBOA’s 
values 

• Team members feel supported and valued. 
• Ensure team skills and capacity are grown 

through training and mentoring, efficient 
delegation, effective recruitment of team, 
supervision and performance evaluation and 
attendance to IR matters that may arise 

ORGANISATION • Ensure that the operational team work to 
implement annual business plans with 
clear KPI to achieve strategy. 

• Ensure efficient and effective oversight 
of key tasks, including prioritization, 
delegation and strategic focus 

• KPI are effectively monitored, and 
outcomes reported. 

• CEO remains focused on strategic goals of 
the organisation through enabling and 
supporting the team to prioritise outcomes 
and attend to detail 

BRAND • Be the public face of the organisation,  
• Represent member knowledge, expertise 

and advocacy positions as they relate to 
small business policy 

• Effective representation upholding the 
values and reputation. 

• Clear and strong advocacy is maintained in 
media and political areas of influence 

POLICY • Work with COSBOA members and 
stakeholders to develop key policy 
platforms that reflect the interests of 
small businesses relevant to government 
of the day 

• Clear and concise policy areas defined and 
consistent with member expectations 

ADVOCACY • Lead interactions with Australian 
government on relevant national public 
policy issues 

• Demonstrated that small business 
considerations are included in public policy 
debate and legislation 

FINANCIAL LEADERSHIP • Oversight of Annual budget 
development and monitoring of financial 
position 

• Financial performance meets and/or 
exceeds budgetary goals. 

• Ensure end of year processes including 
liaison with Auditor and Treasurer occur in 
a timely manner 

ETHICAL LEADERSHIP • Ensure adherence to our core values and 
those of the small business community 

• Culture of leadership promotes innovation, 
encourages positive outcomes and grows 
voice of small business 

GOVERNANCE, RISK 
AND COMPLIANCE 

• Assist board to ensure good governance 
and compliant practices 

• Key internal policy and process to mitigate 
risks and implement best practice 
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EFFECTIVE 
RELATIONSHIPS 

• Ensure effective, regular communication and 
interactions 

• Lead and facilitate development of effective and 
respectful relationships 

• Regular reporting of relationship 
interactions and outcomes achieved 

Members • Collaborate with members on relevant policy and 
advocacy issues 

• Ensure members are regularly consulted and the 
voice of small business based on COSBOA’s 
members knowledge, expertise and input is heard 

• Consistent interactions, timely response to 
enquiries 

• Support the recruitment and retention of member 
bodies 

• Members feedback 
• Member satisfaction and membership 

statistics 
• Timely and responsive interactions 

Industry • Maintain professional relationships with key like 
minded industry bodies and where appropriate 
promote collaboration and advocacy 

• Positive stakeholder feedback 
• Regular reporting of relationship 

interactions and outcomes achieved 

Politicians and 
department 

• Seek strong ties with all levels of government 
within national framework to progress policy 
discussions when relevant 

• Work with the government of the day to ensure 
consideration and support for the Austalian small 
business community. 

• Meaningful and outcome focused 
interactions are undertaken with progress to 
desired outcome 

 

PROJECT 
PORTFOLIO 

• Oversight of all projects led by COSBOA • Successful acquittal and delivery of project 
outcomes 

Existing projects • Maintain oversight of existing projects outcomes 
and issues 

• Outcomes in line with project aims and 
barriers to success identified and resolved 

New projects • Oversight of development of potential new projects 
in line with strategic goals 

• Continued portfolio development annually 

 

ORGANISATIONAL 
ATTRIBUTES 

• Inclusive and timely interactions to ensure member 
views are represented 

• Member survey 

WHS, wellbeing • Uphold quality WHS standards and ensure 
COSBOA maintains integrity in all interactions 

• Key statistics regularly reported and 
internal policy and procedure implemented 
to ensure compliance 

People and culture 
management 

• Provide strong leadership to team members, with 
positive and ethical culture 

• Feedback from operational team 

Reporting • Timely reporting to board and members of key 
outcomes, policy areas and issues that may impact 
COSBOA members 

• Chair and board have clear understanding 
of operational outcomes against strategic 
objectives and progress and/or barriers to 
success 

Skills & Knowledge  
• Deep understanding of small business and contemporary small business issues, relevant to national public policy and regulation  

• Strong understanding of the mechanism of government (Federal Level) and proven ability to successfully navigate same  
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• Proven capacity to maintain confidence and work within highly sensitive political environmental  

• Exceptional interpersonal, business leadership and collaborative skills  

• High-level media and stakeholder skills  

• Strong people management, internal communications and delegation skills 

• Highly developed business administration skills 

• Program/Project management skills 

• Contract management experience 

Delegations  
 

Dimension  Level of delegation 

Financial  Unlimited transaction value (within approved budget)  

$10k maximum transaction value (unbudgeted – 10%) 

Strategic  Leadership of business planning 

Process  Leadership of all business process 

People  Recruitment, management and retrenchment within Board approved business model 

Media  Leadership of media engagement 

Public policies  Development of draft  

Board reporting  Leadership of business reporting to Board 

 
 


