
 
 

OPEN POSITION:  DIRECTOR OF OPERATIONS 
Conservation X Labs (CXL) is dedicated to addressing human-induced drivers of extinction 
through the development of breakthrough technologies. To build our work further, we are 
currently looking for an exceptional and enthusiastic team-player with a passion for conservation 
and technology to join our dynamic company and organization. The “X” in our name stands for 
both “Experimental” and “Exponential” – our mission is to harness exponential 
technologies, open innovation, and entrepreneurship to dramatically improve the efficacy, cost, 
speed, scale, and sustainability of conservation efforts to end human induced extinction. We are 
an optimistic, passionate, forward-looking, entrepreneurial, fun, and mission-oriented 
organization built to radically improve the way we find solutions for conservation’s biggest 
challenges. 
We seek a passionate and enthusiastic professional who is experienced with managing a fast-
moving, mission-oriented startup organization, who sweats the details and can coordinate a wide-
ranging, growing operations portfolio. The Operations Director will play a crucial role 
supporting all aspects of Conservation X Labs by ensuring that the organization operates 
efficiently and effectively. In particular, this person will coordinate and execute all accounting, 
financial reporting and taxes, invoicing & reimbursements, documentation, grant reporting, 
recruitment & HR functions, company policies and benefits, management of the organization’s 
Board of Director meetings, management of company assets and properties, oversight of the 
events and marketing team, and coordination of travel and field logistics & safeguards. 
The ideal applicant will be a self-starter and have keen attention to detail. We seek a professional 
who has the ability to manage a large portfolio of responsibilities that will enhance and improve 
our organization’s efficacy and impact. In addition, we seek applicants who thrive in a fast-paced 
start-up culture and are able to work well both individually and as part of a team.  
This operations director will be a critical part of an interdisciplinary team that includes 
conservation scientists, molecular scientists, social scientists, engineers, entrepreneurs, 
communications professionals, and policy experts. We are an optimistic, passionate, forward-
looking, and mission-oriented organization set to transform the approaches to solving 
conservation problems. As such, possessing both knowledge of conservation problems and 
technological solutions is a plus. 

 

WHO WE ARE LOOKING FOR 

Conservation X Labs seeks applicants who want to disrupt conservation in order to radically 
improve it. We are looking for those who have dared mighty things by trying a path that others 
have not chosen. We are looking for those who have failed, but have learned from failure and 
risk, and whose faces are marred by dust, sweat, and blood. We are looking for those who like to 
experiment, to make things, to hack things, to test things, and to break things (particularly 
dogmatic approaches to conservation). Finally, we are looking for hardworking people who will 
enthusiastically devote their intellectual and creative energy to advance our mission, enjoy 
working on a team, are deeply entrepreneurial and self-motivated, and are nice. 



 
 

For this position, we are looking for someone that is highly organized, adaptable to change, self-
starting, detail oriented, and used to working in a complex, dynamic organization. This position 
will be at the heart of the organization. 
 

POSITION DESCRIPTION 
The Operations Director will manage and execute a diverse portfolio that spans the entire 
organization. They will also oversee the Events & Marketing Coordinator who will work directly 
on the majority of Conservation X Labs’ programs. This position will ensure that the functional 
aspects of the organization are managed effectively in order to ensure all programs can meet our 
goals. 
This position will interface directly with the CEO, COO, and Board of Directors, and interact 
with all Conservation X Labs programs, including open innovation competitions (Grand 
Challenges for Conservation), engineering, product development and university partnerships (the 
Lab), our mass collaboration platform (Digital Makerspace), prototyping competitions (Con X 
Tech Prize & Make for the Planet), and our efforts to seek investment and bring innovations to 
scale. The Operations Director will ensure timely and professional board communications & 
materials, maintain recruitment & human resources (through cloud-based services), organize and 
execute all accounting, financial reporting, taxes & invoicing, and oversee all events, travel, 
grant reporting, and marketing and public relations operations. 
This position is based in Washington, DC and will involve occasional travel to our lab in Seattle, 
Washington, and to our event and conference sites. Salary is competitive for the expected duties 
and based on industry practice, experience, and salary history. 

 

RESPONSIBILITIES 

• Accounting, Audits, and Financial Reporting. The Operations Director will organize and 
maintain a cloud-based accounting and invoicing system for a complex nonprofit 
organization with multiple income streams, donors, and related for-profit organizations. 
Duties include, and might not be limited to, managing all accounting, invoices, 
reimbursements, payroll, costing of benefits, and financial reporting. The Operations 
Director will implement and oversee processes or systems for program budgets, including 
selecting and overseeing external accounting and tax support services. They will also 
prepare the organization for independent audits, including documentation of 
expenditures. Finally the Director will oversee preparation of the organization’s IRS-990 
filings for the nonprofit, and for-profit taxes. 

• Management of Property, Compliance, and Assets. The Operations Director will 
manage and document the organizations’ assets, oversee the process for leasing property, 
and maintain the organizations’ compliance with federal, state, and local laws and 
regulations, as well as mange the organizations risk mitigation strategies and products 
such as insurance. 

• Recruitment, HR, & Company Policies. The Operations Director will oversee and 
manage the recruitment of future employees, conduct research on salary levels, travel 



 
 

policies, cost of living increases, and policies on equity sharing as well as other company 
policies. The Director will help with identifying and pricing out potential benefits 
packages for employees and work with company staff. 

• Events & Logistics. The Operations Director will oversee planning for all conferences, 
workshops, tech fairs, and events undertaken by the organization, including supervising 
other employees and contractors, and serving as a liaison to partner organizations. They 
will oversee and work closely with the Events & Marketing Coordinator to ensure events 
meet the CXL mission and obsession with excellence. 

• Marketing & Public Relations. The Operations Director will have direct oversight over 
the marketing and public relations efforts of the organization in furtherance of its 
products, platforms and programs. They will oversee and work closely with the Events & 
Marketing Coordinator to ensure outreach & communication activities meet the CXL 
mission and programmatic goals. 

• Field & Travel Oversight: The Operations Director will oversee and contribute to events 
& logistics management, including putting in place travel policies, risk and mitigation 
strategies, and communications policies. 

• Coordinate meetings with the Board of Directors: Manage all interactions and 
communications with the Board of Directors, including reporting, coordinating Board 
meetings, maintaining detailed records of interactions with Board members, and 
synthesizing recommendations for organizational leadership   

 

QUALIFICATIONS 
We are looking for individuals with accounting, operations, and logistics backgrounds for 
complex hybrid organizations working on scientific and field based efforts. Adaptability and 
attention to detail is critical. As a small organization, it is also important that this person be able 
to support many different activities and jump in to help areas that need additional support. 
Experience managing field operations, accounting expertise and experience, and diplomatic 
abilities and tact are very welcome. 

• Four year degree in Accounting or Business Management related field from an accredited 
institution. 

• Experience with Gusto, Intuit, Bill.com, and other cloud-based systems for HR and 
finance.  

• Experience with nonprofit law and tax filings at the state and federal level. 
• Ability to work across engineering and scientific disciplines, in small teams with 

enthusiastic co-workers. 

• Strong writing and communication skills.  Experience in marketing is a plus. 
• Demonstrated management skills and experience, including management of contractors 

and staff. 
• Diplomatic ability and ability to work with high profile board members. 



 
 

• High degree of attention to detail for managing finances, assets, policies, paperwork, and 
people. 

• Friendly, curious, and passionate attitude towards teamwork and mission-driven product 
development. 

 
ABOUT CONSERVATION X LABS 
Conservation X Labs applies technology, entrepreneurship, and open innovation to source, 
develop, and scale critical solutions to the underlying drivers of human-induced extinction, 
whether in conservation or other fields. Conservation X Labs takes an approach to conservation 
that is technology- and innovation-focused, market- and scale-driven, and interdisciplinary. We 
believe this approach – one that addresses the direct drivers of extinction rather than its 
symptoms, and one that takes a revolutionary over evolutionary approach – is the future of 
conservation, what we call Conservation 3.0. We source, develop, and scale new solutions 
through open innovation, directed engineering and technology development, product 
acceleration, and building the diverse community of solvers that will transform the 
field. Conservation X Labs operates as both a 501c3 non-profit organization and related a B-
corporation.  
Conservation X Labs believes in an inclusive and welcoming workplace. 
To learn more about our programs and mission, please visit our website: 
www.conservationxlabs.com. 

 
INSTRUCTIONS 
Please send a cover letter and resume to daremightythings@conservationxlabs.org with 
“Operations Director – [Your Last Name]” in the Subject Line of the email. 
Applications will be considered on a rolling basis until 5 PM EST, Friday, February 1st , 2019.  
Please note that we will start interviewing before the deadline and may fill the position before 
this date.   


