Job Title: Chief Operating Officer
Status: Full-Time, Salaried-Exempt
Last Updated: 04/02/2026

Reports To: Chief Executive Officer
Work Location: Fully Remote

Organizational Overview:

At SERI, we consider ourselves “Champions of Electronics Sustainability,” and we champion
and drive the sustainable use, reuse, and recycling of electronics globally. To accomplish this
vision and mission, SERI programs contribute to systems-building, skill-building, or collective
action efforts. We do that through a range of programs that work toward a vision that by 2035,
10-year lifespans of electronics will be common, and all materials reused at end-of-life.

SERI is a small nonprofit business with team members located in various time zones around the
world in a remote work environment. Employees enjoy a highly flexible virtual work
environment.

Position Overview:

The Chief Operating Officer (COQ) partners with the Chief Executive Officer to advance SERI’s
growth ambitions by strengthening organizational infrastructure and enabling scalable global
expansion. While the CEO is responsible for crafting SERI’s overall Vision and strategic
roadmap, the COO is responsible for driving the execution of strategic priorities, ensuring
alignment between goals and daily operations, and working across departments to streamline
processes, support program development, and integrate key initiatives. As a member of the
executive team, the COO facilitates cascading communication, removes barriers, and oversees
organizational operations, including risk mitigation and oversight of core business functions.

Key Outcomes of this Position:

o SERI’s strategic priorities will be effectively translated into coordinated execution across
teams, ensuring alignment between organizational goals, daily operations, and growth
objectives.

¢ Organizational systems, processes, and cross-functional collaboration will be streamlined
and scalable, enabling efficient operations and successful delivery of new and existing
initiatives.



Responsibilities:

Steady State Organizational Leadership and Management responsibilities related to
ongoing operational oversight, team alignment, and organizational performance.

Drive performance across cross-functional teams to maintain strict alignment with the
10-year vision, 3-year picture, annual goals, and quarterly rocks—balancing short-term
and long-term needs.

Coach and manage the Management Team which oversees the Marketing, Business
Operations, Certifications, Standards Development, and Assurance functions, ensuring
the pillar strategies of Skill-building, Systems-building, and Collective Action are
achieved in line with SERI’s strategic plans.

Integrate new lines of business from the 10/35 Lab’s pilots into Steady State
departments, ensuring the vision and goals are achieved while navigating the necessary
change management.

Organization-wide Structure and Systems responsibilities related to designing,
implementing, and improving structures, systems, and processes to support scale and
efficiency.

Ensure the organization lives out SERI’'s Core Values, integrating across the organization.
Support and advise SERI team by providing strategic operational insights and executive-
level problem-solving.

Architect and scale organizational structures to maximize efficiency and ensure the effective
delivery of SERI programs.

Translate organizational strategy into technical and operational requirements, identifying
specific areas for enhancement or systemic improvement.

Manage complex programs and projects while mentoring staff to ensure consistent delivery
and professional growth across the team.

In addition, the role will undertake other responsibilities as needed to support SERI’s
strategic objectives and evolving priorities.

Required Education and Experience

Bachelor's degree.

3-5 years of executive leadership experience managing other leaders.

Advanced business acumen (HR, Finance/Accounting, Legal, and Compliance).

Strategic operational decision-making experience, with a proven ability to filter complex data
into actionable operations aligned with organizational vision and strategy.

Expertise in policy and documentation development, workflow design, and optimization.

Preferred Experience

Utilization of EOS (Entrepreneurial Operating System) to provide organizational structure.
Experience working in a growth-stage small business.

Leadership experience with implementation of Salesforce, Intact, or other ERP systems.
Comfortable in a Microsoft 365 environment.

Experience leading organizations certified to management systems like ISO 27001 or 9001.



Required Skills and Abilities

¢ Good judgment skills to make decisions without complete information, aligned with
organizational vision and strategy, while mitigating risk.

e Growth mindset with a commitment to continuous learning and organizational evolution.

o Uncompromising integrity and high ethical standards in all business dealings.

e Strategic-to-technical translation, with the ability to turn high-level goals into operational
requirements.

e Good at workflow design and optimization.

e Bilingual or fully fluent in English, with excellent verbal and written communication skills.

e Analytical problem-solving skills focused on long-term organizational sustainability.

o Executive presence and mentorship, with a proven ability to lead teams and develop junior
staff.

o Global operational flexibility to effectively manage and collaborate with internationally
distributed teams.

¢ High-velocity multitasking and the ability to thrive in a proactive, fast-paced environment.

Physical Requirements

o Ability to sit or remain stationary for extended periods of sedentary work.

¢ Ability to operate computer systems and perform detailed computer-based tasks for
extended periods.

¢ Ability to frequently interact via phone, video conferencing, and in-person meetings.

e Dedicated space to work full-time in a virtual environment.

o Sufficient Internet access for a full-time virtual work environment.

Reasonable accommodation may be provided to enable individuals with disabilities to perform
essential functions.

Compensation

An attractive compensation package will be provided to the successful candidate commensurate
with education and/or experience. SERI provides a 403b with matching contributions for
retirement, a Health Reimbursement Account, Life insurance, and Disability insurance. A liberal
paid time off policy for holidays, vacation, sick days, and personal days as well as a flexible
work schedule and location.

It is the policy of SERI to provide equal employment opportunities without regard to race, color,
religion, sex, national origin, age, disability, marital status, veteran status, sexual orientation,
genetic information, or any other protected characteristic under applicable law. SERI fosters a
safe and inclusive atmosphere and makes hiring decisions based on merit.

This job description is not intended to encompass all the responsibilities of this position.
Additional duties may be added or changed as organizational needs arise.



