



Terms of Reference —   
Chief Operations Officer 

Are you ready to join our Executive team as we build the foundations of a more just, 
joyful, and collaborative future as our Chief Operations Officer? 

DemocracyNext is an international non-profit, non-partisan research and action institute. 
We’re a newly formed organisation, with a bold mission to build new institutions for the next 
democratic paradigm of citizen participation, representation, and deliberation. 

To aid us in this quest we are seeking a highly motivated and accomplished individual to join our 
senior team as Chief Operations Officer – someone who can help us firmly establish our new 
organisation over the next few months, and set us on a sustainable path for development and 
impact. 

If, like us, you believe that there is another democratic future beyond broken electoral politics 
or autocracy, then we would like to find someone who can help make this a reality. 

We’re looking for an experienced individual who can quickly establish firm foundations for our 
small but mighty international organisation. As we’re starting from scratch you’ll need to help 
us quickly establish well considered systems, processes and ways of working that reflect and 
support our belief that everyone has meaningful power to shape their societies. 

We’re not looking for someone to help us create business as usual – we’re looking to create a 
new truly democratic institution. How we establish our organisation needs to reflect the core 
principles that we adopt in our work; distributing power equally, channeling collective wisdom 
and enabling people to find common ground through deliberation, to create institutions that 
have real political and democratic power. 

If you think that you can help us establish an organisation that does justice to our ambitions, 
and puts in place the ways of working that help us create a flourishing, bold and welcoming 
place to work and collaborate with then we’d love to hear from you. 

No recruiters please – direct applications only. 

https://demnext.org/


An evolving role 

As this is a new senior role in a new organisation, you will be responsible for evolving and 
adapting your own role and that of the wider team that you build around you over the next 
couple of years. 

You will need to be a self-starter, and comfortable getting your hands dirty as you establish the 
initial ways of working for the organisation – you’ll be joining a small team, most of whom will 
initially be focused on external delivery. 

You’ll be responsible for translating our strategy and ambition into a highly agile and robust 
operating organisation. You’ll manage and lead on a number of different disciplines from 
fundraising, strategy development, grant management, financial management and reporting, 
leading on day-to-day operations, personnel, and contributing to external projects and 
programmes. You’ll need to prioritise carefully and help us plan as we build up a small team 
alongside you over time and determine how to best support our growing organisation – in ways 
that appropriately reflect our principles. 

We need somebody with proven management skills, the ability to motivate and guide others, 
together with excellent team working skills and self-confidence with a proven ability to assist in 
maximising the effectiveness of a team. 

You will report into the Chief Executive. 

Responsibilities 

You’ll be responsible for evolving and adapting your own responsibilities over time in 
conjunction with the rest of the management team. Initially your primary responsibilities shall 
include: 

Operations and Strategy 
- Overall responsibility for the delivery of our strategic objectives 
- Development and leadership on income generation and fundraising in conjunction with the 

senior leadership team 
- Senior stakeholder management and relationship building 
- Leading on the production and drafting of grant applications and relationship building with 

foundation grant managers 
- Developing and managing our budget, leading on financial and grant reporting and careful 

management of cashflow 
- Oversight of financial management and organisation administration 
- Establishing and leading our financial processes and determining how our finance and 

operational functions should evolve over time 
- Ensuring compliance with our statutory and legal obligations 



- Ensuring the preparation and submission of annual accounts with our finance team and 
accountants 

- Effective risk management and mitigation 

Leadership and Management 
- Establishing and developing DemocracyNext’s operational functioning in ways that best 

support our principles 
- Lead on codifying our working practices and policies (e.g. terms of reference for core staff, 

procurement, memorandums of understanding, contracts for consultants and ad hoc work, 
task force functioning, advisory board role) 

- Development of onboarding procedure and practices for new staff colleagues, and establish 
ways of working with contractors and external partners 

- Supporting onboarding of new staff members in conjunction with relevant senior colleagues 
and managers 

- Working with other members of the management team to provide leadership, guidance and 
support to the wider team 

- Contributing to and managing operational side of events and workshops 
- Other responsibilities that we agree together from time to time 

Requirements 

For this role we’re open to a number of different approaches to how we establish it and will be 
led by the experience and capability of the candidates who apply, and work with you to shape 
the right mix of responsibilities. However there are a common set of requirements that we’d 
expect you to have: 

- Experience in shaping organisational strategy, and translating that into effective ways of 
working 

- An ability to communicate with a wide range of people at all levels of a variety of 
organisations 

- Skills to enable non finance people to understand our financial goals and current position 
- Excellent oral and written communication in a clear, concise, accessible and effective manner 
- Fluency in English, both spoken and written is essential, and a similar level in French and/or 

another language is desirable 
- Ability to use and make recommendations on the use of multiple applications, systems and 

associated software packages 
- Ability to effectively plan and prioritise workload within deadlines, and to set and meet high 

standards of delivery 
- Ability to maintain focus and objectivity whilst having competing deadlines 
- Sufficient financial understanding and professional experience to establish our initial financial 

procedures 
- Good knowledge accounting principles and techniques 
- You do not need to have a university degree to apply for this role 
- Not sure you tick all the boxes? Please apply anyway as we want to hear from a wide range of 

potential candidates 



Salary and benefits 

The salary range for this position is €90,000 to €100,000 dependent on experience. Your 
contract will be inline with the pension and tax rules of the EU country that you are based in. 
We embrace flexible working, and assume that this role will be mostly carried out remotely, 
although co-working space is available in Paris, or we can pay for a desk space at your location if 
this is preferred. 

We are open to applications for part-time or other flexible working arrangements. 

You will be expected to take a minimum of 25 holiday days per year, and additional time off may 
be available in agreement with your manager. 

You must have the right to work in the EU or UK. Unfortunately we cannot sponsor or support 
any visa applications. 

How To Apply 

The application deadline is 10am Monday 19 December. We will contact shortlisted applicants 
by Thursday 22 December. We may carry out an initial short interview, prior to full interviews 
in early January. 

To apply please provide a cover letter of no more than one A4 page outlining your suitability for 
this role and include answers to the following questions, along with a copy of your CV 
to joinus@demnext.org. 

Question 1: What are the key attributes that grant funders look for in applications? 

Question 2: What’s the most important skill needed to support a young and growing 

organisation? 
Question 3: What does being a democratic organisation mean to you? 

Could we please also ask you to fill out our anonymous Diversity Questionnaire along with your 
application. 

Selection Process 

Initial shortlisting will be carried out by our staff panel, who will score candidates’ CVs and 
responses to the application questions. 

Interviews will be conducted by a panel of DemocracyNext Staff and Advisors during the week 
of 9 January, initially via video conference, and potentially in-person for any final interviews. 

Unfortunately we will not be able to provide feedback to applicants not initially shortlisted.

https://airtable.com/shrr8OvGIGeGmpfn8

