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Job Description
	Job title:

	Director of Operations (Institute for Digital Security and Behaviour) 

	Department/School:

	Bath Institute for Digital Security and Behaviour

	Grade:

	Grade 8

	Location:

	University of Bath premises


	Job purpose


	The Bath Institute for Digital Security and Behaviour (IDSB) at the University of Bath places human behaviour at the heart of digital security.  
We bring together world-class experts to understand and address security risks arising not only from rapidly evolving digital technologies but from how people, organisations and societies interact with them. The Institute acts as a single, visible gateway for interdisciplinary digital security research at Bath, uniting social, behavioural, computer and data scientists to tackle complex real-world security challenges that cannot be solved by technology alone.  
Working in partnership with academia, industry, government and the public, we deliver ethically grounded, rigorous, interdisciplinary research cross five core themes: online safety and harms, emerging and future technologies, organisational and economic aspects of security, digital data and national security and global and societal dimensions of digital security.  
Our 'whole of society' approach means co-designing security solutions with those who develop, regulate, and use digital systems, ensuring they are inclusive, trustworthy and effective in practice. Through this approach, we inform national policy, support innovation, translate research into real-world impact and contribute to the UK's position as a global leader in responsible, resilient digital security.
The Institute Operations Director has a key responsibility for the delivery and operational efficiency of the Institute’s strategy, including managing institute finances and reporting, writing reports, and organising events and communications. The role also involves oversight of our programme of research, and acting as a key enabler for our positive culture amongst members and associated PhD students.
 
The appointee will be required to develop strong working relationships with appropriate academic and professional staff from across the University and beyond, including engaging with staff at senior levels and external stakeholders. The role also supports a number of University level and external committees which are responsible for deciding the strategy and overseeing operations of the Institute. 
 
With the challenges and opportunities of running a University Research Institute, it is essential that the appointee is proactive in solving problems, identifying additional service requirements, efficiencies, or shortfalls, and independently using judgement and creativity to investigate and resolve any non-standard problems. 
The Institute Operations Director will work closely with members of the Institute and with relevant Faculties and central departments.  




	Source and nature of management provided 


	Responsible to the Director and Deputy Directors of the Institute


	Staff management responsibility


	Institute co-ordinator


	Special conditions 


	N/A


	Main duties and responsibilities 


	

	1
	Strategic planning 

To take responsibility for the development and promotion of a clear and sustainable strategic vision for the Institute’s implementation and its future development. 
To identify priorities for strategic investment. 
To implement monitor and review an Institute Plan, including data collection for KPI reporting and development of the Institute logic model. 

	2
	Governance 
To ensure that the activities of the Institute are undertaken in accordance with the governance, policy and regulatory frameworks of the University and Higher Education Funding Council for England (HEFCE). 
To work with members of the Institute Governance, Strategy and Delivery Boards to ensure delivery of objectives. 
To represent the Institute at such committees, working parties and other bodies as required. 

	3
	Financial Management 
To be responsible for the effective financial management of the Institute and the effective deployment of resources. 
To ensure that the Institute operates within its delegated budgets and meets agreed targets, KPI’s and benchmarks. 
To ensure that financial claims, management and controls falls within the University’s central audit framework  

	4
	People Management 
To be responsible for the effective co-ordination and management of the Institute’s support infrastructure, ensuring that it works in an efficient and effective way. 
To lead, manage and ensure the development of the staff of the Institute, including the determination of arrangements for, and monitoring of, staff development and performance review. 

	5
	Physical Resource Management 
To manage the physical assets of the Institute, including in particular its premises. 

	6
	General 
To produce data and reports as required. 
To undertake any other activities assigned from time to time. 


	You will from time to time be required to undertake other duties of a similar nature as reasonably required by your line manager. You are required to follow all University policies and procedures at all times and take account of University guidance. 
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Person Specification
	Criteria
	Essential
	Desirable

	Qualifications
	
	

	UG degree in relevant discipline or equivalent qualification/experience 
Master’s degree in relevant discipline or equivalent experience.
PhD or equivalent in relevant discipline

	ü
ü
	ü

	Experience/Knowledge
	
	

	Proven experience of effective leadership management appropriate to a higher education or research environment. 
 
A strong track record of related activities in a discipline associated with the work of the Institute. 
 
Proven experience of managing budgets. 
 
Experience of working effectively with external bodies, as appropriate to the work of the Institute. 
 
Experience of winning support for and successfully managing externally funded activities. 
 
Experience of leadership and management within a higher education contexts, which involved successful interaction with other disciplines. 
 
Experience and/or qualification in project management

	ü 

ü
ü
ü
ü

	ü
ü


	Skills
	
	

	Excellent interpersonal skills, with the ability to act as an ambassador and to interact with, and influence a wide variety of internal and external stakeholders, including researchers and policy actors, nationally and internationally. 
 
Excellent verbal and written communication skills, including negotiation skills, presentation skills, and report writing.
Able to produce high quality documentation with a keen eye for detail.  

	ü
ü
ü

	

	Attributes
	
	

	 
Proven ability to network effectively with external people and groups. 
 
Ability to successfully lead, motivate and manage multi-skilled staff groups and to effective teams and networks. 
 
Ability to contribute fully to management development of the Institute including an awareness and understanding of key currently affecting higher education. 
 
Ability to advocate and win buy-in from members of the community both within the Institute and across the University. 
 
Ability to manage performance and develop staff both individually and in teams. 
 
Ability to chair formal and informal meetings. 
	ü
ü
ü
ü
ü
ü
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