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Job Description and Person Specification  
  

Job Title:  Head of Operations  
Reports to:  A member of the Senior Management Team  
Salary:  £61,003 plus up to 5% employee matched pension 

contribution 
Date call released:  24 August 2026 
Deadline for applications:  20 September 2026 
Start date:  ASAP  
Duration:  This is a full-time, permanent contract   

  
 

  

About Reprieve 
 
Reprieve is a leading international human rights organisation working to end the 
death penalty and abuses committed under the banner of national security. Founded 
in 1999, our mission remains critically relevant as governments worldwide 
increasingly adopt authoritarian tactics, expanding executive power at the expense of 
civil liberties.  
 
You can best judge a society by how it treats prisoners, criminal defendants, and the 
far-flung targets of an ever-changing counter-terror policy. To us, the rule of law 
means little if we selectively apply it to people we agree with. It is for all of us. Liberty 
is always eroded at the margins 

Reprieve’s staff is made up of courageous and committed human rights defenders. 
We provide vital legal and investigative support to those facing execution and victims 
of rendition, torture, arbitrary detention, extrajudicial killing, and citizenship stripping. 
Our work spans multiple jurisdictions, challenging states' most egregious human 
rights violations through strategic litigation, investigations, and advocacy. 

We support cases in courts worldwide while building the legal and political momentum 
necessary to consign these practices to history.  

Based in London with Fellows and partners globally, Reprieve operates at the 
intersection of law, policy, and human rights, working alongside governments, senior 
legal practitioners, and civil society to advance systemic change. 

We collaborate closely with our independent partner organisation Reprieve US. 

Reprieve is an equal opportunity employer, and we particularly welcome applicants 
from Black and minority ethnic communities, members of the LGBTQ+ community,  
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and those with disabilities. Reprieve is committed to fighting racism and advancing 
racial justice, both in our work and within Reprieve. For more information please see 
our Equality, Diversity and Inclusion Statement here.  You can also read more about 
our recruitment process. 
 
About the role:  
  
The Head of Operations will oversee the day-to-day running of the global operations 
of Reprieve UK, Reprieve US, and our work around the globe. They will have broad 
responsibility for HR operations, office and facilities management, IT and systems, 
compliance, data protection, security risk management and operational support 
across Reprieve's international operations 
 
This role is critical to supporting a high performing group of staff, fellows, consultants, 
and partner organisations working together to provide the highest possible standard 
of service to Reprieve clients, their families and communities. The successful 
postholder will be committed to Reprieve’s mission of ending the use of the death 
penalty and extreme human rights abuses carried out in the name of “national 
security”, as well as to building and maintaining happy and healthy teams.  
 
The successful postholder will support the Senior Management Team (who hold 
delegated responsibility) to ensure the smooth running of the organisation, including 
maintaining compliance with key statutory and regulatory requirements at all times. 
The Head of Operations will have a central role in ensuring that good practice, 
wellbeing, and compliance work hand in hand with one another, and is embedded 
within the ethos of the organisation for the benefit of our clients and Reprieve’s 
mission.  
 
The Head of Operations will supervise the work of the Operations Team and will 
report to a member of the Senior Management Team.  
  
About you:  
  
You will bring significant operational leadership experience, with expertise across 
several of the following areas: HR operations, compliance, IT and systems, data 
protection, security risk management and supplier management. 
 
You will be someone who has excellent critical thinking skills and is extremely well 
organised. You will manage a small, busy team that works collaboratively to ensure all 
areas of the organisation’s operations function effectively and efficiently. In addition to 
overseeing the smooth running of day-to-day operations, this role will also include 
project planning and management, horizon scanning and continuous improvement of 
systems, processes, and ways of working.   
 



 
 
 
 

Job Description and Person Specification: Head of Operations  
August 2026  

  

You will ideally bring significant management experience, including at least five years 
of managing teams in busy organisations, ideally in the non-profit sector. You will 
have considerable project management expertise, with a proven ability to oversee 
multiple workstreams simultaneously, ideally within an international environment. 
You will be skilled at using technology to facilitate smooth, effective working practices.  
 
You will demonstrate excellent judgment and be able to assess complex situations, 
identify priorities, and make sound decisions under pressure, keeping the best 
interests of Reprieve’s clients, their families and communities in mind at all times. You 
will have a strong foundational knowledge of Equality, Diversity, and Inclusion best 
practices within the charity sector, and be committed to ensuring Reprieve's ways of 
working align with these principles.  

   
  
Key responsibilities  
  
Operations  
  

 Support the Operations Team to ensure that all Reprieve staff, fellows and 
consultants have the operational support to do their work effectively, including 
a safe and secure environment in which to carry out their work;   

 Ensure Reprieve’s office, IT and other operational systems are functioning 
well;   

 Work with the Head of Finance to monitor and reconcile organisational 
expenditure;  

 Oversee the procurement process for the Operations team, authorise 
payments, and monitor spending to ensure you remain within budget; 

 Manage systems and supplier contracts and relationships, ensuring timely 
renewal and cost-effectiveness; conducting tenders when necessary; 

 With support from external IT and the Operations Team, continuously improve 
IT systems and processes to ensure Reprieve maintains strong cybersecurity 
practices, whilst modernising in areas such as AI implementation; 

 Develop and implement new or enhanced systems and processes that best 
meet the organisation’s needs; and  

 Provide support and advice to Reprieve’s partner organisations as needed.   
 
Human Resources Support  
  

 Support teams to ensure Reprieve’s core values and code of ethics are 
followed at all times;  

 Oversee the Operations Team and external consultants with day-to-day human 
resources tasks, such as recruitment, employee lifecycle, contracts, and leave; 

 Write and review human resources policies alongside the Director of Legal and 
Operations, and roll out policies and provide training to staff where required; 
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 Provide guidance to the Senior Management Team and managers on complex 
human resources issues and changes to employment law.    

 
Compliance  
 

 Work with the Senior Management Team to supervise the Operations Team 
and external consultants as needed to ensure that good practice, wellbeing 
and compliance are embedded across Reprieve operations and in all our 
interactions with consultants, fellows, partner organisations, and Reprieve’s 
clients, their families and communities including:  

o Supporting the Operations Team to ensure compliance with Reprieve’s 
safeguarding policy, identifying areas for improvement and supporting 
investigations into any breaches;  

o Acting as Reprieve's Data Protection Officer and ensure compliance 
with data protection legislation; 

o Supporting the Operations Team to ensure compliance with Reprieve’s 
policies on sanctions; and 

o Supporting the Operations Team to ensure compliance with other 
policies as needed.  

 Lead on the annual insurance renewal process, provide the required data and 
lead discussions with brokers to ensure good value for money on all policies; 
and  

 Work with the Senior Management Team and supervise the Operations Team 
to ensure that regulated professionals working at Reprieve are able to comply 
with relevant regulatory frameworks and are adequately insured. 
 

Risk management and security 
  

 Support the Senior Management Team on organisational risk management by 
identifying, assessing, and advising on operational risks, ensuring that 
appropriate risk mitigation strategies enable rather than constrain Reprieve's 
work; 

 Conduct or support teams to conduct risk assessments relating to new cases 
or risks to staff, fellows, consultants, partner organisations and Reprieve’s 
clients and their families and communities, consulting external experts as 
needed; 

 Provide guidance on safety and security to colleagues, the Senior 
Management Team and the risk committee including for travel, new cases and 
changes in the work context;   

 Stay informed about changes in the security risk management sphere to 
ensure Reprieve’s systems are meeting best practice, regularly reviewing and 
updating policies, processes and procedures; 

 Work with the Operations Team to oversee safety and security for all Reprieve 
staff travel;  

 Manage key relationships with peer network groups and security experts; and,  
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 Ensure all staff receive the required level of security training, regularly facilitate 
Reprieve’s security induction for new starters, and provide other security 
training as required.  

 
Providing Operations and Finance Support to Reprieve US 

 Coordinate support for the annual audit or financial review of Reprieve US, 
working closely with relevant staff from Reprieve US;  

 Coordinate support from the Operations Team, as needed, for the processing 
of invoices for Reprieve US; and 

 Oversee the work of the Operations Team, in close coordination with the 
Senior Management Team, on recruitments and agreements with graduate 
schools and universities for postgraduate and seasonal fellowships. 

 
Other  

 Undertaking special projects from time to time, particularly where they have an 
overall organisational focus;  

 Providing support to the Senior Management Team on operational elements of 
ad hoc projects where needed.   

  
Person Specification  

CRITERIA Essential Desirable 

Current right to work in the UK ✓  

Enthusiasm and passion for the work of Reprieve  ✓  

Creative and flexible problem-solving skills  ✓  

Ability to effectively manage change   ✓  

Demonstrably strong interpersonal and communication 
skills, with particular use of cultural awareness when 
communicating internationally  

✓ 
 

Excellent people management skills  ✓  

Experience in managing operations for a busy 
organisation    

✓ 
 

Good understanding of information technology with 
experience in managing an IT function (in-house or 
external)  

✓ 
 

Experience in managing tender processes  ✓  

Experience in collaborating with finance colleagues to 
monitor and reconcile expenditure 

✓ 
 

Experience of managing projects  ✓  

Experience of line management of staff, including remote 
management  

✓  
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Strong understanding of HR best practice and experience 
in managing complex HR issues  

✓  

Good understanding of how to ensure organisational data 
protection compliance 

✓  

Good understanding of how to ensure safeguarding 
processes are robust and effective  

✓  

Strong understanding in risk management and duty of care  ✓  

Experience of UK immigration processes relating to the 
right to work, including sponsoring visas  

 ✓ 

Experience of developing and delivering staff training    ✓ 

Experience of insurance renewal   ✓ 

Experience of working with regulated professionals   ✓ 

Experience working internationally   ✓ 

Experience of working with people who have become 
vulnerable 

 ✓ 

Experience of working with human rights defenders    ✓ 

 

  
  
Key Contacts 
  
Reporting to a member of the Senior Management Team, the Head of Operations will 
manage the HR Operations Manager and Operations Officer, working closely with the 
CEO, Senior Management Team, staff, Fellows, partner organisations and relevant 
third-party service providers. 
  
Length and Salary 
  
The annual salary is £61,003 full-time per annum, less any required deductions for 
income tax and national insurance.   
  
This role is based in Reprieve’s London office. Reprieve operates a hybrid working 
model and we require staff to work 40% per week from the London office and the rest 
of the week from home. You will also be available outside of office hours in the event 
of an emergency and when required as part of the security risk management 
framework (for example to monitor extreme risk trips). Applicants must have current 
right to work in the UK, which will be checked prior to interview.  
 
Reprieve is proud to have an open and transparent pay structure, governed by a 3:1 
pay ratio between the highest-paid member of staff and the lowest-paid member of 
staff. We are a flexible employer and offer a range of non-financial benefits to 
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employees. We welcome applications from a range of backgrounds. Learn more 
about Reprieve’s salary structure and ethos. 
  
  
How to Apply 
  
To apply, please download the application form and job description and then upload 
your completed application form by 23:59 BST on 20 September 2026. 
Please note that cover letters, CVs and other documents cannot be considered for 
this role and should not be submitted. We are also not able to accept applications via 
email.  


