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Bingham Centre Manager (full-time)  
 

Job Description 
 
The Bingham Centre for the Rule of Law is seeking to appoint an experienced and proactive 
Centre Manager to provide financial management and general administrative support for the 
Centre as it embarks on its ambitious growth strategy. 
 
About the Bingham Centre 
The Bingham Centre for the Rule of Law 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 academic research on the major Rule of Law issues of the day.  The 
Bingham Centre is part of the British Institute of International and Comparative Law (BIICL), 
which celebrates its 60th anniversary this year. 
 
The role 
The person appointed will report to the Director of the Bingham Centre. The role combines 
financial management with significant administrative responsibilities.  The Centre Manager 
will provide operational support to the Centre and will also contribute to its strategic and 
financial planning processes, working closely with the Centre’s Director. 
 

 Financial Management 
o Assisting the Centre Director and BIICL Finance Director in financial planning, risk 

management, forecasting and resource management,   
o Monitoring actual expenditure against the Centre’s budget in collaboration with 

the Centre’s Director and the BIICL Finance Director  
o Liaising with the Institute’s Finance team on budgetary and financial administrative 

matters as necessary 
o Assisting in the preparation of detailed financial reports on the Bingham Centre’s 

finances 
o Overseeing research project budget management by researchers, in conjunction 

with the BIICL Deputy Director. 
 
 General Administration  

o Proactively supporting the Bingham Centre Director, including, managing diary 
and travel arrangements and dealing with correspondence 

o Overseeing Bingham Centre expenses reporting 
o Overseeing travel arrangements for Bingham Centre researchers 
o Drafting internal reports on behalf of the Centre Director 
o Coordinating Bingham Centre meetings, including team meetings 
o Supervising the Administrative Assistant, jointly with BIICL’s Human Resources and 

Office Manager 
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 Communications 
o Facilitating communication within the Centre 
o Maintaining the Centre’s external communications grid 
o Overseeing the Centre’s website and communications on social media platforms 

in line with the Centre and BIICL strategies 
o Overseeing the Centre’s marketing materials in accordance with the Institute’s 

marketing policies and in collaboration with the BIICL Marketing Manager 
o Acting as a key interface between the Centre’s key stakeholders and external 

organisations. 
 
 Events 

o Supporting all Centre events, in cooperation with the research staff and the BIICL 
events team. 

 
Person Specification 
It is expected that the successful applicant will demonstrate and provide evidence of the 
following: 
 

 Education to degree standard (or equivalent) with at least 5 years of relevant work 
experience, including financial management; 

 Excellent interpersonal, oral and written communication skills, suitable for dealing with 
professionals and those with expertise;  

 Excellent administrative and organisational skills; 
 Excellent IT skills, including the Microsoft Office suite;   
 An ability to work under direction, and where necessary on his/her own initiative, to 

prioritise work effectively and to work under pressure to meet deadlines, when 
required; 

 An ability and willingness to work collaboratively and collegially with colleagues; 
 Some experience in maintaining and updating content on customer relationship 

management databases and websites is desirable (relevant training will be given). 
 
A salary in the range of £35,000-£37,500 per annum is expected, depending on 
qualifications and experience.  It is hoped that the person appointed will commence as soon 
as possible. Some consideration for flexible or less than full-time working may be considered 
on a case-by-case basis. 
 
Applicants should send the following by email to BCM@biicl.org : 
 

 A full curriculum vitae; 
 A covering letter setting out their reasons for applying and how they meet the criteria 

for this post; 
 A completed copy of BIICL’s application cover form (available at: 

http://www.biicl.org/vacancies ). 
 
The deadline for applications is Sunday 3 February 2019.  Interviews are expected to take 
place in late January/early February 2019. 

mailto:BCM@biicl.org
http://www.biicl.org/vacancies
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We regret that we are unable to acknowledge receipt of applications personally, as we are a 
charitable organisation with limited funds. If you do not hear from us regarding interviews 
within four weeks of the closing date, your application has been unsuccessful. 
 
Applicants are encouraged to find out more about the Bingham Centre, its members of staff 
and activities at: http://www.biicl.org.  
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