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Executive Assistant 
 

Salary:  £30,000 - £40,000 plus benefits 
Location:   Russell Square, London 
Term:   Fixed term contract until April 2024 
Reports to:  Operations Director, Centre Director 
Hours:  37.5 per week 
 
We are looking for an experienced, proactive and highly organized Executive 

Assistant to support the Director of the new Policy and Evidence Centre on Modern 

Slavery and Human Rights (the PEC), who is also Director of the Bingham Centre 

which leads the PEC.  

Background 
1. The Bingham Centre for the Rule of Law is leading a consortium of partners 

to deliver a major new Policy and Evidence Centre on Modern Slavery and 

Human Rights. (PEC).  The new PEC was announced by then Prime Minister 

Theresa May in July this year: 

https://www.gov.uk/government/news/government-to-launch-new-modern-

slavery-research-centre   

2. The PEC, which has been awarded £10m of public funding from the UK 

Research and Innovation Strategic Priorities Fund and is led by the Arts and 

Humanities Research Council (AHRC), will bring together leading academics, 

policy-makers, businesses and civil society organisations in a highly 

collaborative, interdisciplinary Centre which aims to transform our 

understanding of modern slavery and the effectiveness of legal and policy 

responses designed to eradicate it.   

3. We are seeking to appoint an Executive Assistant to support the Director in his 

dual capacity as Director of the PEC and Director of the Bingham Centre.  

The Executive Assistant will play a vital role in prioritising and scheduling the 

Director’s busy diary, arranging travel both in the UK and internationally, 

supporting the wider team in organising events and meetings and 

communicating effectively with internal and external stakeholders.  There will 

be considerable overlap between these roles, but approximately 0.6 of the 

postholder’s time will be supporting the Director in relation to the PEC, and 

0.4 supporting the Director in relation to the Bingham Centre’s other 

activities. 

About you 
4. You will have a successful track record of operating at senior Executive 

Assistant or Personal Assistant level with extensive experience of e-mail and 

calendar systems and proactive diary management. You will be highly 

organised with excellent attention to detail and capable of calmly and 

systematically manging multiple priorities to deadline.  You will be an 

excellent communicator, comfortable representing the Director with a wide 

range of internal and external stakeholders at senior level, while exercising 

good judgment and discretion. 

https://www.gov.uk/government/news/government-to-launch-new-modern-slavery-research-centre
https://www.gov.uk/government/news/government-to-launch-new-modern-slavery-research-centre
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5. The PEC is committed to being inclusive and diverse and particularly 

encourages applications from women, people with disabilities, BAME 

applicants, LGBT+ applicants and other minorities. 

The Role 
6. The main responsibilities of the role are: 

 To take responsibility for the effective management of the Director’s diary, 

ensuring that the Director’s time is used efficiently and in line with agreed 

priorities 

 To manage all aspects of travel and meeting arrangements, ensuring the 

Director is in the correct place, on time and with all the relevant 

information required 

 To respond to and resolve a large number of queries, channelling to the 

appropriate team member or screening politely 

 To liaise with other members of the team to ensure that the Director’s 

deadlines for internal reports and other papers are met 

 To process expenses and expense reporting 

 To compile to a professional standard presentation materials and 

documents in the Google suite of programmes and Microsoft Office 

 To organise large meetings including weekly planning meetings, agenda 

planning meetings and other internal meetings 

 To collate and circulate papers for internal meetings and draft minutes 

and action points as appropriate 

 To provide support for a wide range of events, overseeing the logistics 

including venue and catering bookings, drafting, issuing and arranging 

invitation and attendee lists, and preparing event materials 

 To engage with the relevant functions in BIICL and partner organisations, 

ensuring the adequate flow of information within the PEC and the 

Bingham Centre, between the partners in the PEC and between the PEC 

and other partner 

Key working relationships 

PEC Director/Bingham Centre Director 

PEC Operations Director 

PEC partners 

External partners 
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Person Specification 

Relevant Experience Proven experience of providing Executive Assistant 

support at a senior level, including diary 

management in a fast-paced, multi-stakeholder 

environment 

Proven experience in administering events 

Teamwork and 

Collaboration 

A strong ability to work collaboratively and as part 

of a variety of teams, within the PEC and the 

Bingham Centre and with partners 

Communication Skills Effective verbal and written communication skills, 

including ability to adapt communication style to 

different audiences  

Other Skills A pro-active, supportive and flexible working style 

Good analytical and practical problem-solving skills 

A willingness to take on different administrative 

tasks to ensure team success 

A high level of organisational skills including close 

attention to detail 

Strong numeracy and financial skills, including 

proficiency in standard Office software 

 

About the Modern Slavery and Human Rights Policy and 
Evidence Centre 
7. The Modern Slavery and Human Rights Policy and Evidence Centre is a 

consortium of partner organisations: the Alan Turing Institute, the Bonavero 

Institute of Human Rights at the University of Oxford, the Centre for the Study 

of International Slavery at the University of Liverpool, the Rights Lab at the 

University of Nottingham and the Wilberforce Institute for the Study of Slavery 

and Emancipation at the University of Hull. The PEC is led by the Bingham 

Centre for the Rule of Law. 

About the Bingham Centre for the Rule of Law 
8. The Bingham Centre is part of the British Institute of International and 

Comparative Law and exists to advance the Rule of Law worldwide. It recently 

adopted a new Strategy, Proactively Advancing the Rule of Law, setting out its 

strategic aims for the five-year period 2018-2022.  The Centre aims to have 

a direct impact on law, policy and decision-making and to do so by carrying 

out and disseminating independent, high quality research on the major Rule 

of Law issues of the day.   
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How to apply 
9. Informal enquiries about this post may be addressed to the PEC Director, 

Murray Hunt, c/o Nicola Cilliers, Interim Bingham Centre Manager 

n.cilliers@binghamcentre.biicl.org  

10. To apply, please send the following by 23.59 on Wednesday 18 December 

2019 by email to PECPosts@modernslaverypec.org:  

 Your full CV. 

 A covering letter (maximum 2 pages) setting out your reasons for 

applying and how you consider that you meet the person specification 

for the post. 

 The BIICL application cover form (available at 

www.biicl.org/vacancies) including the names and addresses of three 

referees (two of whom can be contacted prior to interview). 

11. It is expected that interviews will take place in the week commencing 20 

January 2020.  It is hoped that the successful candidate will be available to 

start in post as soon as possible in 2020. 

12. In order to be considered for this role, you must currently have the right to 

work in the UK or will have the right to work in the UK by the date of 

commencement of employment. 

mailto:n.cilliers@binghamcentre.biicl.org
mailto:PECPosts@modernslaverypec.org
file:///C:/Users/C.Priestley/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/3S39C6WU/www.biicl.org/vacancies

