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Job Description

Post title: Operations Manager for the Deep-Ocean Stewardship Initiative (DOSI) 
Date last updated/evaluated: JEP16701 22 April 2026 
Author: Dr Maria Baker
School / Department:			School of Ocean and Earth Sciences
Faculty / Directorate:			Faculty of Environmental & Life Sciences
Job Family:				Management, Specialist and Administrative (MSA)
Grade:					Level 4
ERE Pathway (if applicable):		Not applicable
Post reporting to:	Dr Maria Baker, Executive Director, Deep-Ocean Stewardship Initiative, Principal Enterprise Fellow
Post line report(s):			N/A
Post base location:			Hybrid: Campus / Home

Job purpose: 	The Operations Manager will support the Deep-Ocean Stewardship Initiative (DOSI) in advancing deep‑ocean science within global policy by coordinating key activities, strengthening internal processes, and ensuring effective operational delivery across the organisation’s international network. 
Working closely with the Executive Director, the postholder will help streamline systems, maintain financial sustainability, and translate strategic direction into action. 

Key accountabilities and indicative time allocation:
1. 50%
Operational Coordination and Project Delivery
· Coordinate the delivery of a range of activities and projects across the DOSI network, ensuring workstreams progress in line with agreed objectives and timelines.
· Monitor progress, identify and resolve issues or delays, and adjust plans where required.
· Deliver short- and medium-term operational assignments and contribute to longer-term initiatives as part of the DOSI Office Team.
· Prepare regular written and verbal updates for the Executive Director and contribute reports for governance groups including the Advisory Board, Steering Committee and working group leads.
· Support the Executive Director in future staff recruitment and support. 
2. 30%
Operational Systems, Governance and Compliance
· Develop, implement and review DOSI’s operational processes, policies and procedures to support effective and consistent ways of working.
· Support working groups and DOSI ambassadors in adhering to organisational standards, donor requirements and relevant compliance frameworks.
· Maintain accurate operational and financial records, including monitoring expenditure against budgets.
· Prepare financial and activity reports to meet internal governance and external funder requirements.
3. 15%
Fundraising, Communications and Stakeholder Engagement
· Support the Executive Director in developing fundraising opportunities and preparing grant applications and supporting documentation.
· Assist with the preparation of briefings, presentations and written reports for internal and external audiences, including communications on DOSI’s activities and impact.
· Represent DOSI at internal meetings and occasionally at external meetings or events, maintaining strong and culturally sensitive relationships with a diverse range of stakeholders.
4. 5%
Other Duties
· Any other duties as allocated by the line manager following consultation with the post holder. 

Internal and external relationships:
DOSI Executive Director
DOSI Programme Officer
DOSI Communications Manager
DOSI Digital Officer
DOSI Core Team (Advisory Board, Working Group Leads, Steering Committee)
DOSI Funders
DOSI network members and stakeholders
End-user stakeholders
Members of the School of Ocean and Earth Science / University staff (e.g. professional services staff)
Relevant suppliers and external contacts

Special requirements:
Flexible arrangements and adjusted working patterns can be considered.
Occasional flexible working across time zones may be required, with appropriate notice given.
Occasional national and international travel.

Person Specification – Skills and Competencies
[bookmark: _Hlk187230474]All essential and desirable criteria outlined in this Person Specification will be assessed through a combination of recruitment application and CV, and where applicable numerical or written assessment.
Knowledge, Experience and Qualifications
Essential
· Substantial and authoritative practical knowledge and experience in the required operational discipline, supported by general theoretical understanding.
· The required level of knowledge and understanding will normally have been gained through some or all of the following:
· Considerable work experience
· Vocational training
· Formal qualification(s) equivalent to Level 5 or 6 of the Regulated Qualifications Framework e.g. foundation degree or degree with honours, or Level 5 or 6 award, certificate, diploma, NVQ.
· Excellent standards of written and oral English language.
· Experience of working in an operations, programme coordination or organisational leadership role.
· Experience of coordinating activities across multiple stakeholders, teams or networks, working proactively and driving ideas forward.
· Experience of supporting budget monitoring and financial reporting.
· Ability to prepare clear written materials including reports, briefings or presentations for a range of audiences.
· Ability to communicate clearly and effectively with a wide range of stakeholders.
Desirable
· Experience of researching and writing successful funding applications. 
· Experience of working in the non-profit, research or higher education sector.
· Familiarity with ocean science, marine conservation, or global ocean governance processes.
· Language abilities in addition to English – as an international network, this can be most useful.
· Demonstrable commitment to ocean stewardship and interest in advancing the role of science in informing policy and governance, aligned with the mission of the Deep-Ocean Stewardship Initiative (DOSI).
Teamwork and Communication
Essential	 
· Delegates and/or collaborates effectively, understanding the strengths and weaknesses of colleagues. 
· Works proactively with colleagues and other stakeholders, within and beyond the University, to achieve outcomes.
· Communicates effectively to develop understanding and achieve cooperation with a wide range of stakeholders.
· Provides clear specialist advice, guidance and recommendations on complex issues.
· Ability to build collaborative working relationships across diverse and international teams.

Desirable
· Experience of working with international or cross-cultural teams or networks.

Planning, Organisation and Resource Management
Essential
· Plans and progresses a range of work activities within broad professional guidelines and established University policies and procedures. 
· Formulates development plans to meet current skill requirements. 
· Ability to organise and prioritise work effectively, managing multiple activities and deadlines.
· Ability to plan and progress work within established procedures and operational guidelines.

Problem Solving and Initiative
Essential
· Develops detailed understanding of long-standing and/or complex problems and applies professional knowledge and experience to resolve them. 
· Demonstrates an awareness of principles and trends in a professional or specialist field and awareness of how this affects activities in the University. 
· Ability to analyse information and resolve operational issues using sound judgement.
· Ability to work independently and use initiative, recognising when to seek guidance.

Job Hazard Assessment
A full health clearance is required for this role where any hazards marked “^”, using the agreed Occupational Health referral template available from here. Where a full health clearance is required, this will apply to all role holders, including existing members of staff.
Physical Environment
[bookmark: _Hlk181968470]Working outside ^							Not applicable
Exposure to noise levels >80dbA ^					Not applicable
Working with dust or fumes ^						Not applicable
Working with skin irritants ^						Not applicable
Working with chemicals (industrial or cleaning) ^			Not applicable
Working in a confined space ^					Not applicable
Working at height ^							Not applicable
Working with sewage ^						Not applicable
Contact with cytotoxins ^						Not applicable
Exposure Prone Procedure (EPP) work ^				Not applicable
Contact with clinical specimens or pathology work ^		Not applicable
Direct patient care or patient contact				Not applicable
Exposure to temperature extremes					Not applicable
Frequent hand washing						Not applicable
Ionising radiation							Not applicable

Psychological and Social Environment
Working shifts ^							Not applicable
Working nights ^							Not applicable
Lone working								Not applicable
Working with children							Not applicable
Exposure to persons with challenging behaviour			Not applicable
Working with larger groups						Constantly >60% Time

Equipment, Tools and Machines
Working with vibrating machinery or tools ^				Not applicable
Driving duties e.g. LGV, PCVs, forklift trucks ^			Not applicable
Food handling								Not applicable
Contact with latex							Not applicable

Physical Abilities
Prolonged physical movements or actions e.g. walking ^		Not applicable
Prolonged Standing or Sitting	 ^				Constantly >60% Time
Moving or handling heavy loads ^					Not applicable
Repetitive pulling or pushing ^					Not applicable
Repetitive climbing (steps, stools, ladders, stairs) ^			Not applicable
Repetitive crouching, kneeling or stooping				Not applicable
Repetitive lifting							Not applicable
Fine motor grips (e.g. pipetting)					Not applicable
Repetitive reaching below shoulder height				Not applicable
Repetitive reaching at shoulder height				Not applicable
Repetitive reaching above shoulder height				Not applicable
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