Deputy Chief Operating Officer – Job Description 

1. Job Purpose 

The Deputy Chief Operating Officer (DCOO) holds a pivotal leadership role, providing strategic direction and operational management to ensure Cardiff University delivers integrated, high-quality professional services across its academic and student lifecycle. 
You’ll be joining us at an exciting time as we work to transform the way we deliver services to students, implementing student hybs and improving services through digital and physical transformation.

Reporting to the Chief Operating Officer (COO), the DCOO will drive the transformation and continuous improvement of service provision, embedding a culture of inclusivity, agility, and excellence focusing on delivering efficiently, working collaboratively, empowering staff and students and being ambitious. 

The postholder will champion sector-leading operational practices, oversee large multidisciplinary teams, and ensure the university’s ambitions for service integration, digital transformation, and stakeholder engagement are realised. The DCOO will deputise for the COO as required and contribute directly to university-wide strategic planning, risk management, and governance, supporting Cardiff’s commitment to a student-centred, connected, and sustainable institution. They will also have matrix reporting to the PVC Educational and Student Experience for Education Support and Education Governance. 

The DCOO will have leadership responsibility across the following teams, ensuring safe, smooth and supported transition to the new structural and operating arrangements as part of professional services transformation: 

· Student Experience 
· Education Operations 
· College Directors of Operations 
· Education Support 
· Education Governance 

Duties and Responsibilities
 
Leadership and Management 
· Lead, motivate and develop large, diverse teams across professional services, providing University-wide Education and Student Support services, fostering an inclusive culture of continuous improvement, collaboration, and customer focus. 
· Directly manage senior leaders and ensure the alignment and professional development of staff within the new integrated service model, including College and Hyb spaces. 
· Champion equity, diversity, and inclusion throughout the University’s operations, ensuring all staff and students can achieve their full potential. 
· Deputise for the Chief Operating Officer, assuming statutory and operational responsibilities as required. 

Strategy, Planning & Risk 
· Drive and implement strategic initiatives supporting the University’s mission and transformation programme, ensuring operational plans are aligned with institutional priorities and sector best practice. 
· Oversee resource allocation and financial planning, delivering value for money and supporting financial sustainability. 
· Lead risk management processes and proactively address emerging risks and opportunities. 
· Monitor and evaluate performance against key institutional success measures and benchmarks, driving continuous improvement. 

Service Provision
· Ensure the delivery of high-quality, customer-focused professional services across the student and academic lifecycle, including admissions, student support, academic registry, library, and wellbeing. 
· Champion process redesign, digital transformation, and service integration to improve efficiency, accessibility, and responsiveness for students and staff. 
· Maintain oversight of the business systems supporting student records and case management, ensuring robust data management and statutory returns. 
· Embed continuous improvement methodologies and ensure the adoption of best practice across all service areas. 

Other Key Duties 
· Work in partnership on statutory and regulatory compliance in areas including recruitment and admissions (CMA, UKVI, Safeguarding, PSRBs), quality assurance (QAA), student achievement and assessment, and data management (HESA, HESES, HEFCW). 
· Act as business systems owner for key university systems, providing statistics, analysis, and timely statutory returns. 
· Manage institutional responses to incidents affecting students and staff and act under delegated authority in serious disciplinary matters. 
· Support the development and delivery of new service models. 

General Duties 
· Establish and maintain effective relationships with internal and external stakeholders, including senior academic leaders, functional leads of Professional Services, Students’ Union, government agencies, and external partners. 
· Contribute to university governance, representing the University on committees, working groups, and external bodies as required. 
· Promote and support staff and student wellbeing, ensuring a positive and productive working environment. 
· Model Cardiff University’s values and commitment to inclusion, collaboration, and excellence. 

Person Specification 

Essential Criteria 
· Substantial senior leadership experience in large, complex organisations, with a proven track record of leading multidisciplinary teams. 
· Demonstrable success in strategic planning, change management, and service transformation within a customer-focused environment. 
· Strong financial acumen, with experience in resource allocation, budgetary control, and delivering value for money. 
· Proven ability in risk management, compliance, and governance, including statutory and regulatory responsibilities. 
· Excellent communication, interpersonal, and stakeholder management skills, able to influence and inspire at all levels. 
· Commitment to equity, diversity, and inclusion, with experience of embedding these principles in organisational culture and service delivery. 
· Understanding of higher education sector challenges, trends, and best practice. 
· Degree or equivalent level education. 

Desirable Criteria 
· Experience of working in higher education, preferably within a UK context. 
· Postgraduate or professional qualifications in management, project or programme management. 
· Experience of leading digital transformation and process improvement initiatives. 
