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Job Description

This form summarises the purpose of the job and lists its key tasks. It is not a definitive list of all the tasks to be undertaken as those can be varied from time to time at the discretion of the School, in consultation with the postholder.


	Job Summary
Reporting to the Centre Director, the Centre Manager will have responsibility for the day-to-day management of the centre and for the administrative processes essential for the operation of the centre. The post holder will lead on the planning of the centre’s events and engagement programme and will be responsible for operational issues concerning finance and HR. The post-holder will lead on the recruitment, training, objective-setting and appraisals of the Managing Editor for the blog, the Communications and Events Assistant and casual staff. The Centre Manager is the first point of contact at the Centre for a range of internal and external stakeholders.


	Duties and Responsibilities 

	1. Responsible for day-to day management of the centre and for financial processes, liaising with partners and the School’s Finance and Awards teams. 

2. Provide management updates and information to support the Centre Director to make high-level decisions that drive the business of the centre
3. Implement and maintain a wide range of administrative issues, including general office duties in compliance with LSE policies and best practice.  

4. Provide administrative leadership and accountability to ensure appropriate and efficient administrative provision is available and effectively deployed to support the primary functions of the centre

5. Provide regular administrative and logistical support and guidance to research staff and visiting scholars of the centre

6. Oversee the website, social media and the newsletter 

7. Organise and chair the weekly team meetings

8. Liaise and collaborate effectively with colleagues in other centres, departments and divisions of the school, as well as external partner organisations 

9. Line-manage and supervise the Managing Editor for the Blog, Communications and Events Assistant and casual staff. Lead on their recruitment, inductions and contract extensions, objective-setting, leave requests and appraisals.

10. Responsible for over-seeing the planning and the delivery of the centre’s seminars, roundtables, conferences and other public events.

11. Administer and manage the appointments of Visiting Fellows

12. Write reports for sponsors and senior management

13. Act as a point of information for centre staff with regards to LSE policies and regulations, and as such regularly attend Centre Manager Forum meetings and disseminate updates from HR, Finance, Estates and IMT Services

14. Lead on estates and IT matters as required, in regards to the centre’s hardware, signage and furniture requirements.

15. Represent the centre for a range of internal and external stakeholders and deputise for the Centre Director in internal meetings in his absence.

16. Respond to requests for information from centre researchers, other departments, LSE Corporate Services and external organisations. 

17. Manage the development of effective networks with staff and student unions. 

18. Support the engagement strategy with LSE alumni linked to Latin America and the Caribbean
19. Attend training as required.

	Flexibility
To deliver services effectively, a degree of flexibility may be required in the duties performed in order to meet the demands of service. Job roles may also naturally develop over time and ongoing substantial changes to a role will be discussed between line managers and their staff, with job descriptions updated as and when appropriate. 

	Equity, Diversity and Inclusion (EDI)

LSE is committed to building a diverse, equitable and truly inclusive university. All posts (and post holders) will seek to ensure diversity and inclusion, while opposing all forms of unlawful and unfair discrimination on the grounds of age, disability, gender identity, marriage and civil partnership, pregnancy and maternity, race, nationality, ethnic or national origin, religion or belief, sex and sexual orientation, or social and economic background.

	Ethics Code

Posts (and post holders) are assumed to have a responsibility to act in accordance with the School’s Ethics Code and to promote the principles and values that the Code enshrines. The Ethics Code clearly states that the whole LSE community, including all staff, students, and governors of LSE, are expected to act in accordance with the principles which are set out in the Code. As such you are required to read and familiarise yourself with it. The School’s Effective Behaviours Framework is designed to support this Code.  It sets out examples for the six behaviours that all staff are expected to demonstrate, these can be found on the following link: click here 

	Environmental Sustainability
The post holder is required to minimise environmental impact in the performance of the role, and actively contribute to the delivery of the LSE Environmental Policy.


Job title: Centre Manager, Latin America and Caribbean Centre
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