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NSERC PermafrostNet  
Director of Operations, full-time 

 
January 21, 2021 

 
The Permafrost Partnership Network for Canada (NSERC PermafrostNet - https://www.permafrostnet.ca/ ) 
is seeking a full-time director of operations whose work and responsibilities will be central to the 
operations, success, and impact of this national-scale and multi-sectorial research network. The four-
year contract position is located at Carleton University. Salary will be commensurate with experience 
and in the likely range of $60,000–86,000/year, plus benefits. 
 
 RESPONSIBILITIES  

 
The director of operations will direct network operations and ensure good communication, control and 
accountability on a day-to-day basis. He or she will ensure a collaborative research and training 
environment that (a) enhances the experience of trainees and helps them advance their careers; (b) 
promotes collaboration and exchange among all network participants; and (c) promotes efficient use 
of shared facilities and joint field work. The director of operations will report to and work closely with 
the scientific director. The duties include: 
 

1. Managing administrative and financial data and workflows, including (a) budgeting; (b) liaising 
with financial and research services at Carleton and other institutions; (c) tracking metrics such as 
contributions from partners, the number of research projects, trainees, users of new knowledge 
products or publications and knowledge mobilisation events; and (d) collecting and forwarding 
requests for Northern research assistants. 

2. Overseeing day-to-day management of NSERC PermafrostNet including liaison with partner 
representatives, network participants and theme leads; ensuring that the administrative tasks are 
completed correctly, on time, within budget and in compliance with relevant ethics and spending 
policies; organization of specific training programs; and providing administrative and executive 
assistance to the scientific director. 

3. Procuring, editing, and compiling up-to-date technical and financial data for research projects in a 
timely manner and in accordance with relevant reporting requirements, reporting semiannually on 
scientific and financial progress to the Scientific Committee (SC) and the Board of Directors (BOD) 
and providing the funding agency with approved reports. 

4. Ensuring the execution of the communications (internal and external) and knowledge mobilisation 
plan, and with the help of a knowledge broker, overseeing and supporting content management for 
the network website (permafrostnet.ca) and quarterly newsletter. 

5. Receiving inquiries for information from outside NSERC PermafrostNet and directing them 
appropriately so that network experts and the part-time knowledge broker can promote network 
research. 

6. Maintaining and updating standard operating procedures for (a) receiving, administering and 
accounting of funds and other contributions, including financial reporting; (b) scientific reporting; 
(c) termination of unsuccessful research; (d) incorporation of new ideas and team members; (e) 
handling conflict of interest; and (f) terms of reference for the SC and the BOD. 
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7. Preparing and organizing meetings including governance (BOD and other committees) and annual 
network meetings; minuting BOD and SC meetings. 

8. Supporting and coordinating the continuity, evolution and growth of the network based on 
recommendations from the BOD, for example, with additional funding applications. 

 
 PROFILE  
 
We are looking to hire a dedicated and flexible professional who enjoys, and excels at, enabling the 
success of the team she or he works with and who thrives in the dynamic environment that is typical 
for multi-sectorial research networks and academic institutions. 
 
Skills and qualifications 

• Effective management of large projects; maintenance of governance mechanisms, 
administrative procedures and collaborative work environments. 

• Effective and respectful communication with diverse audiences (e.g., academics, 
administrators, Northern and Arctic Indigenous partners, students and external partners); 
excellent written communication in English; persuasive in soliciting timely responses from 
partners. 

• Able to retain overview and focus, even in dynamic environments with many actors and 
multiple deadlines; exceptional organization skills including digital files and email. 

• Excellent computer skills; proficient in the use of Microsoft Excel, Word, and Teams, PDF 
generation, and WordPress; ability to learn new software and troubleshoot problems. 

• University degree, or considerable equivalent experience. 
 
Experience 
 
The successful candidate will have experience with: 

• Management of large projects (3+ years) 
• Administration, including financial reporting, of large projects (3+ years) 
• Compilation of text from multiple authors, e.g., in reports, proposals or brochures 

 
In addition, the following experience is an advantage: 

• Management of projects in a research- and/or a multi-sectorial environment 
• Proposal writing  
• Engagement with Northern and Arctic Indigenous communities and/or governments 
• Training or experience in earth or environmental sciences and in the Canadian North 
• Experience with communication tools such as Zoom videoconferencing or Microsoft Teams 
• Familiarity with organizational use of social media 
• Experience with managing client relationships 
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 APPLICATION  
 
Qualified candidates are encouraged to submit their resume and cover letter to 
shirley.mckey@carleton.ca before February 16, 2021. The target start date for the director of operations 
is April 1, 2021; earlier hiring may be possible. Applications will be received until the position is filled. 
Please indicate whether you are legally eligible to work in Canada. For questions, please contact 
Shirley McKey (shirley.mckey@carleton.ca). NSERC PermafrostNet and Carleton University are 
strongly committed to fostering diversity within their community as a source of excellence, cultural 
enrichment, and social strength. We welcome those who would contribute to further diversification 
including, but not limited to women; visible minorities; First Nations, Inuit and Métis peoples; persons 
with disabilities; and persons of any sexual orientation or gender identity and expressions. 
 
 ENVIRONMENT  
 
NSERC PermafrostNet is a multi-sectorial Canadian research network of twelve universities and more 
than 40 partner organisations, incorporating municipal, territorial, provincial and federal 
governments, Northern and Arctic Indigenous communities, industry, and international partners. It 
will train 24 doctoral students, 17 Master’s students, four postdoctoral fellows and 16 northern research 
assistants. Through research and stakeholder engagement, it will transform Canadian permafrost 
science and help position Canada as a decision-making leader in a changing Arctic. This is important 
because permafrost underlies more than one-third of the Canadian land surface and nearly all of it 
will experience thaw during the 21st century. The resulting disruption to natural and human systems 
is highly relevant to policy-making and accessing natural resources. Outputs of NSERC PermafrostNet 
will include an open Canadian permafrost database, synthesis reports on permafrost change, the new 
Canadian permafrost and ground-ice map, and next practices for hazard assessment and responsible 
development. NSERC PermafrostNet is funded for five years and led by Carleton University, where it is 
housed in the new Advanced Research and Innovation in Smart Environments (ARISE) Building. 
 
Carleton University has 30,000 students, including more than 4,000 graduate students, from more than 
150 countries in more than 100 programs of study. The campus is framed by the Rideau River and the 
Rideau Canal, with 950 academic faculty and over 2,000 staff in total engaged in or enabling research 
and teaching in science, engineering and humanities. Since 2008, the University has launched 74 new 
academic programs aligned with Carleton’s research strengths, including the environment, health, 
digital and information technologies, global affairs, business, entrepreneurship and governance. 
Graduate and undergraduate enrolments have been growing at a pace above the provincial average, 
and Carleton’s research profile continues to grow nationally and internationally. 
 
The city of Ottawa, as Canada’s capital, provides unique opportunities for research and engagement 
with numerous and diverse groups and institutions nationally and internationally. It has a population 
of over one million and reflects the country’s bilingual and multicultural character. The ample green 
space and proximity to Gatineau Park makes Ottawa attractive to outdoor and sports enthusiasts. 
 


