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About Schmidt Science Fellows

Our vision is a world where interdisciplinary science flourishes without limit, driving
innovation and accelerating discoveries to benefit the world.

Global challenges cannot be addressed by one discipline alone. By bringing
together different perspectives, ideas, and skills, interdisciplinary science
broadens our view, enhancing our ability to innovate and solve complex problems
facing science and society.

Our mission is to change how science is done. Working with the scientific
community, we want to help break down barriers to interdisciplinary science and
accelerate positive impacts for global society.

To help scientists solve bigger problems faster, we are identifying, developing, and
amplifying the next generation of science leaders. Through our Fellowship, we are
building a community of scientists and supporters of interdisciplinary science and
leveraging this network to drive sector-wide change.

We are working with partners on a series of ‘initiatives for change’ aimed at
accelerating interdisciplinary science and dismantling existing barriers to
progress. These efforts are part of our strategic plan to work with the wider
scientific community in fostering the adoption of innovative strategies, structures,
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and cultures that support interdisciplinary science and facilitate sector-wide
change.

Schmidt Science Fellows is an initiative of Schmidt Sciences, delivered in
partnership with the Rhodes Trust. The Program was launched in 2017 by Eric and
Wendy Schmidt.

To learn more about Schmidt Science Fellows and our mission, please watch our
film, ‘Science Needs to Change.’

The Position

This is a rare opportunity to lead the operational engine behind one of the
world's leading science fellowships. The Director of Operations will build on an
exceptional foundation, continuously improving the systems, processes, and
organizational infrastructure that enable Schmidt Science Fellows to deliver an
ambitious global program and maximize its impact. The Director of Operations
will provide the operational, financial, and systems leadership that enables
Schmidt Science Fellows to deliver a global, high-impact program for the next
generation of interdisciplinary science leaders. Working across finance,
operations, IT, data and information management, HR coordination, and project
management, this role will ensure the organization has the infrastructure,
processes, and management information needed to deliver with excellence at a
global scale. The postholder is expected to be a key partner to our programming,
strategy, and functional leads, working collaboratively to enable and facilitate
effective, impactful delivery.

This is an opportunity for someone with strong financial management and
budgetary skills, an ability to bring organizational structure to a strategic vision,
and an enthusiasm for operational delivery. The postholder will need to combine
operational leadership with a committed, hands-on delivery ethos.

The role reports to our Executive Director with significant task and project
reporting to our Deputy Executive Director. The postholder will need to work
closely with our other Directors and Heads of Functions. The Director of
Operations has line management responsibility for three colleagues in the US
and UK.

Schmidt Science Fellows operates globally, with a community of almost 250
Fellows, offices in the US and UK, partnerships with more than 100 international
universities, events with 1,000+ participants annually, and an annual budget of
$20M+.

Working with colleagues and our partner organizations, the postholder will be
responsible for ensuring the organization has the systems, processes, and
budget management in place to support this scale of work, including:

e Managing the annual budget process, regular reporting, and effective
financial management
¢ Information management systems, process, and infrastructure
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¢ Organizational resource monitoring, coordination, and advice to senior
leadership

Project management support and advice

IT systems

Al policy and support

HR coordination

Legal and contracting advice and support

Through leading and managing our budget and operational support, the
postholder has the opportunity to enable the success of our mission and have a
real impact on the future of science to benefit global society.

Key Responsibilities

e Operational Strategy and Organizational Effectiveness

o Oversee an operations strategy that enables effective delivery
across the organization's priorities and functions.

o Partner with the Executive Director and Deputy Executive Director
to translate organizational strategy into operational priorities,
resource allocation, staffing plans, and implementation.

o Build, strengthen, and continuously improve scalable operational
systems, processes, and infrastructure that enable the
organization's continued growth and global impact.
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Lead organizational change associated with new operational
processes, systems, and technologies, ensuring their effective
adoption across the organization.

Develop executive dashboards, management information, and
operational reporting that enable evidence-based decision-making
for the Senior Leadership, effective resource planning, and
organizational performance monitoring.

Manage the Operations Team, taking responsibility for prioritizing
work, developing team members, and ensuring effective
engagement with colleagues across the organization.

Work with Senior Leadership, Directors, and Function Heads to
coordinate organizational priorities and provide operational, staffing,
and logistical support for major activities, including the Selection
process, the Interdisciplinary Science Summit, the Senior
Leadership Program, and other key organizational initiatives.
Serve as a core member of the cross-functional team supporting
Schmidt Science Fellows' major programs and events, recognizing
that exceptional delivery is a shared responsibility across the
organization and contributing both strategic leadership and hands-
on operational support as needed.

¢ Budget and Financial Management

©)
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Manage an annual budget planning process, including cross-
organizational input, forecasting, scenario planning, and alignment
with strategic priorities.

Develop and implement an effective budget management and
reporting process to provide timely and reliable management
information to Senior Leadership.

Lead monthly budget reporting meetings with the Executive
Director and Deputy Executive Director.

Manage payment processing and work with the Rhodes Trust
finance office to ensure timely payment of invoices, Fellow stipends,
and reimbursements.

Work with the Rhodes Trust finance office to deliver reliable and
accurate budget reporting to sponsor teams.

Support cross-organization contacts in effective budget
forecasting, commitment tracking, and invoice payment.

Manage payment processing.

Provide contract management, advice, and support.

¢ Project Management and Support

©)
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Oversee effective project management tools, processes, and

practices, and ensure colleagues are equipped to utilize them.
Oversee fundamental project management frameworks for all
organizational projects, including deploying Operations Team

support.
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o Develop a monitoring and support function to enable the
organization to analyze and plan organization-wide resource
deployment.

¢ Information Management and Systems

o Oversee the management and development of our Salesforce-

based relationship and information management, including CRM,
stakeholder contacts, fellowship data, reporting, engagement
tracking, events management, etc.

o Lead on the development of our impact reporting and evaluation
platforms, working with relevant colleagues to ensure these
systems meet evolving requirements and anticipate future
developments.

Working closely with our partner and sponsor IT teams, ensure the

organization has effective and secure IT and digital systems,

including the policies and infrastructure for data storage and
organization, information management, email, website, digital
marketing, and online communities.

Working with the Rhodes Trust IT teams, oversee the delivery of

desktop and mobile IT provision to team members.

Manage IT-related policies, including data protection, Al, access,

and mobile platform usage.

o Oversee the provision and use of team communications tools and
platforms and advise on future developments.

o Lead the organization's approach to Al, including evaluating
emerging technologies, identifying opportunities to improve
productivity and organizational effectiveness, developing
appropriate governance and policies, and implementing responsible
Al practices that align with organizational priorities and data
security requirements.

O

O

O

¢ Legal, HR, and Office Estate

o Act as the head of the US office, with responsibility for day-to-day
operational decisions and setting of team culture.

o Oversee the provision of productive working environments for staff
in the US and UK, working with our office providers and Rhodes
Trust estates team, and ensure the provision of necessary office
equipment for the team.

o Act as the main relationship owner with our external legal advisors,
ensuring effective and efficient use of legal advice across the team.

o Oversee operational HR support for the Schmidt Science Fellows
team, acting as a point of contact with Rhodes Trust HR and for
team queries.

o Manage the organizational risk register and risk management
process.
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o Assess organizational learning and development needs and work
with Senior Leadership, Rhodes Trust HR, and external providers to
design, procure, and deliver training that strengthens individual,
managerial, and organizational capability.

e Team and Partner Engagement

o Contribute to cross-team groups, including the Strategy
Implementation Group.

o Develop effective working relationships with Rhodes Trust and
Schmidt entity colleagues, especially in finance, IT, and estates.

o Represent Schmidt Science Fellows in relevant partnership working
groups.

o Work with the Deputy Executive Director to coordinate operational
internal communications among operational teams.

e Other duties as assigned

Knowledge, Skills, and Attributes

Essential

« Significant experience in building and managing budgets, including
developing and strengthening budgetary management and reporting
systems.

o Experience in financial management and reporting, including managing
payments and other financial processing.

« EXxperience in project and program management, including demonstrable
experience in developing processes and an organizational culture of
project management.

« EXxperience in office management, administrative management, and
general operational management.

« EXxperience working in a complex and fast-paced environment with
multiple external stakeholders.

o EXxperienced line manager with experience of ‘matrix’-working and project-
based teams and an ability to influence across teams without direct
authority.

o Possess first-class customer service skills with an ability to work and
communicate with groups that span organizational seniority, multiple
nationalities, and a wide range of cultural backgrounds.

« Demonstrates excellence in work plan prioritization, multitasking, and
proactive project management.

« Demonstrated team player with a “roll up your sleeves” attitude and record
of impact in high-intensity, evolving, team-based environments, with a
willingness to be flexible regarding workflows and responsibilities.
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Be areliable self-starter who can self-motivate and manage their own
work area while recognizing when to engage Senior Leadership and
colleagues.

Have a positive, values-based, collaborative working style with a clear
commitment to the highest delivery standards, ethics, and confidentiality,
in line with our Schmidt Science Fellows team values.

Possess excellent written and verbal communication skills.
Experience with modern office procedures, MS Office Suite, G Suite,
Zoom, and Al tools.

Ability to work with the highest levels of personal integrity and
professional discretion.

Desirable

Demonstrable understanding of data and information management needs,
and relevant systems and platforms.

Experience with information management and CRM systems, and with
Salesforce CRM specifically.

Experience in delivering organizational IT and digital systems in support of
corporate needs and priorities.

Ideally, has experience in partnership working, including in the not-for-
profit, higher education, and/or scientific sectors, or can demonstrate an
understanding of managing partnership working.

Experience in managing international work and working across multiple
time zones.

Requirements

Have at least ten years of work experience in budget and
operations/office management.

Have a college/university degree or equivalent from an accredited
institution.

Be able to co-work at our offices in Tysons Corner, Virginia two days a
week and be able to travel within the U.S. and internationally with notice.




Terms of Appointment

We are looking for a successful candidate to start 1 November, 2026.
This is a full-time, permanent position.

Salary range is expected to be $160,000-$180,000 annually, depending on
experience and qualifications.

To Apply

Schmidt Science Fellows is an equal opportunity employer. We warmly welcome
applications from talented people of all backgrounds and appoint without regard
to age, disability, gender, gender identity, gender reassignment, sexual
orientation, pregnancy or maternity, parental status, marital or civil partner
status, race, color, ethnic or national origin, nationality, religion, or belief.

Applications will be reviewed on a rolling basis, with first-round interviews by
video call for suitably qualified candidates in early or mid-August. Shortlisted
candidates will be invited to an in-person interview process at our Tysons
Corner, Virginia offices in late August or early September.

Please send your curriculum vitae (no longer than three pages) plus a cover
letter (no longer than two pages) and the contact details of at least two
references (these will not be contacted without the applicant’s permission) to
careers@schmidtsciencefellows.org.
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