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Position: Operations Director  

 
About the California Policy Lab 

 
The California Policy Lab (CPL) is a public policy research center based at UC Berkeley and 
UCLA. CPL creates data-driven insights for the public good. Our mission is to improve the 
lives of Californians by generating evidence that transforms public policy. We do this by 
forming lasting partnerships between the government and California’s flagship public 
universities to help evaluate and improve public programs through rigorous empirical 
research and technical assistance.  
 
The Lab launched in January 2017 and now has a $5.5 million annual budget and three dozen 
staff across two sites. We have developed new research infrastructure that unlocks the 
power of administrative data in the world’s fifth largest economy and established research 
partnerships with Government agencies to address California’s most urgent issues, including 
homelessness, poverty, crime, and education inequality.  
 
The Operations Director will join at a critical juncture in our development and help the UC 
Berkeley Lab grow. This is an exciting opportunity for a people and process leader with a 
passion for public policy to scale our organization, optimize our operations, help us change 
the landscape of policy-relevant research and improve the lives of Californians. With a 
mission to improve the lives of a diverse population, CPL recognizes the value of having a 
diverse staff at all levels of the organization. We strongly encourage applications from all 
groups, including people of color. 
 
The position 
 
The CPL Operations Director will be a leader for our growing organization, managing the 
fiscal, personnel, facilities, process, and event needs of CPL’s UC Berkeley office. You will 
partner with CPL’s executive, legal and IT leads, research and administrative staff, and 
coordinate with University entities and research affiliates, to ensure the efficient operation 
and strategic growth of our UC Berkeley Lab.  
 
The ideal candidate is strategic, collaborative and process-oriented. We are seeking a 
candidate who will take initiative and help to shape our organization for the future. You will 
have a track record in organizational development and management, and be committed to 
advancing equity, diversity, and inclusion at all levels of our organization. You will manage 
the budget and develop fiscal projections, oversee hiring and onboarding, manage our 



 

internal processes, databases, and office facilities. You will ideally have experience in both 
startup environments and in large bureaucracies, as our Lab has elements of both.  
 
The main responsibilities of the Operations Director will be: 
 

• Lead our financial operations including budget preparation and forecasting, 
reporting, purchasing, and expenditure 

• Manage our resources and responsibilities relating to institutional policies, grants, 
gifts, and other revenue sources 

• Lead our hiring and human resources operations and development, including 
overseeing recruitment, staff and workflow management, and professional 
development strategies 

• Develop and improve our policies, processes, and systems with a focus on 
optimization, automation, and scaling 

• Oversee the successful implementation of our strategic plan and partner with 
leadership and staff to develop short- and long-term strategic goals for the future 

• Manage relationships with consultants and stakeholders, including within the 
University system, to advance CPL’s business needs  

• Coordinate and help manage activities to foster organizational growth, including 
external and internal events, communications, facilities use, travel logistics, and 
equipment  

• Advocate for diversity, equity, and inclusion and play a key role in engendering 
equality, enriching organizational culture, and fostering inclusion for a racially and 
otherwise diverse staff as the organization grows 

 
The Operations Director will report to Executive Director Evan White, and will also work 
closely with Faculty Director Jesse Rothstein, Research Director Johanna Lacoe, CPL’s legal, 
communications, partnerships, and IT leads, and CPL’s talented research staff. 
 
The position will work remotely until at least June 2021 (subject to change). Long term, the 
position will be based at our UC Berkeley offices.  
 
Required Qualifications 
 

• Demonstrated track record in organizational development 
• Advanced knowledge of financial principles and experience working with budgets of 

at least $1 million 
• Demonstrated experience with a variety of administrative operational activities such 

as human resources, payroll, purchasing, accounting, facilities, events planning, or 
basic fundraising processes 

• Knowledge of common software applications for organizational operations 
• Knowledge of, or a willingness to carefully learn, University rules and regulations, 

processes, protocols and procedures for budget, account and fund management, 
personnel management 



 

• Interpersonal communication skills to include verbal and written, active listening, 
critical thinking, persuasiveness, advising and counseling skills 

• Demonstrated ability to produce work with a high level of detail and accuracy 
• Strong skills in organization, analysis, problem-solving, and customer service 
• A bachelor’s degree in relevant areas or equivalent experience and training 

 
Preferred Qualifications  
 

• Familiarity with academic, or other complex, institutions 
• Experience with content management systems such as Salesforce 
• Ability to interact with a diverse population in a dynamic work environment and to 

establish relationships with staff and external organizations and individuals 
• Demonstrated interest in CPL’s mission 
 

Salary & Benefits 
This position is full-time, and will start as a two-year contract.  Salary will be commensurate 
with experience. The expected start date is Winter/Spring 2021. 
 
For information on the comprehensive benefits package offered by the University visit: 
http://ucnet.universityofcalifornia.edu/compensation-and-benefits/index.html 
 
How to Apply 
Go to https://jobs.berkeley.edu/job-listings and click “External Applicants” (or “Internal” if 
you’re a current UC Berkeley employee) and then search for keyword “13957”, which is the 
job ID. Use the system to submit your cover letter and resume as a single attachment. 
 
This is a designated position requiring fingerprinting and a background check due to the 
nature of the job responsibilities.  Berkeley does hire people with conviction histories and 
reviews information received in the context of the job responsibilities.  The University 
reserves the right to make employment contingent upon successful completion of the 
background check. 
 
The University of California is an Equal Opportunity/Affirmative Action Employer. All 
qualified applicants will receive consideration for employment without regard to race, color, 
religion, sex, sexual orientation, gender identity, national origin, disability, or protected 
veteran status. For more information about your rights as an applicant see: 
https://www.eeoc.gov/employees-job-applicants  
 
For the complete University of California nondiscrimination and affirmative action policy see: 
http://policy.ucop.edu/doc/4000376/NondiscrimAffirmAct 
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