
  

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. 
 

 
 

 
 
 
 
 
 
 

 

Duties and Responsibilities  

 
Project Management 

• Managing finances for all elements of the campaign, ensuring compliance with LSE and 
funder policies. 

• Monitor project progress against milestones and deliverables. 

• Keep accurate records of campaign activities, finances, and reporting. 

• Support the recruitment process; onboard new starters. 
 
Campaign Administration 

• Provide administrative support to the Director. 

• Act as the first point of contact for internal and external queries. 

• Service the management Campaign Board meetings as required including scheduling, 
preparing and circulating agendas and papers, taking minutes, and ensuring follow-up on 
actions. 

• Liaise with teams across LSE (e.g. HR, Finance, Estates) to facilitate the effective 
running of the Campaign. 

• Oversee Campaign space and facilities. 
 

Communications and Events 

• Steer creation of campaign website and branding 

• Coordinate engagement activities with Campaign comms and events staff to maximise 
the impact of events and associated outputs 

Job Summary 
The Project Manager will provide operational support to the Campaign for Youth Wellbeing, a high-profile 
national initiative hosted by the London School of Economics. Reporting to the Director of the campaign, 
the postholder will be responsible for supporting the Director, managing the campaign’s finances and 
coordinating the engagement activity underpinning the campaign’s objectives. 
 
This is a broad and responsible role, requiring a proactive approach, strong organizational skills, and the 
ability to manage multiple priorities in a fast-moving campaign. The postholder will coordinate 
communications and events, and support HR and administrative processes. They will be responsible for 
ensuring effective collaboration across internal teams and external stakeholders and delivering high-quality 
reporting to funders and stakeholders. 

Job title: Project Manager  

Department/Centre/Institute: Centre for Economic Performance  
Accountable to: Director (Campaign for Youth Wellbeing) 
 



  

 
To deliver services effectively, a degree of flexibility is needed, and the post holder may be required to 
perform work not specifically referred to above. 

Flexibility 
To deliver services effectively, a degree of flexibility may be required in the duties performed in order to 
meet the exigencies 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. 

Free Speech 
The Code of Practice on Free Speech outlines the responsibilities of LSE to protect and promote freedom 
of speech and academic freedom within the law for students, faculty, staff, and visiting speakers. It applies 
to all activities on LSE premises and those conducted in the name of the School or LSE Students’ Union at 
any location. The Code confirms that LSE does not take formal positions on political or international issues 
but provides a platform for critical debate within the law, taking account of the various legislative 
requirements and the context provided by policies and procedures. Procedures are set out in the Code on 
how events must be arranged and conducted. 

 

https://info.lse.ac.uk/staff/divisions/Human-Resources/Assets/Documents/Effective-Behaviours-Framework-revised-Oct-2025.pdf
https://info.lse.ac.uk/staff/services/Policies-and-procedures/Assets/Documents/Code-of-Practice-on-Free-Speech.pdf

