
   
 
 
International Growth Centre (IGC) 
Role title: Assistant Coordinator (Country Programme) 
Start date: May 2017  
Period: Fixed term to December 2017 (with possibility of extension)  
Hours: Part-time (21 hours per week) 
Salary: from £16.32 per hour 
Accountable to: Chief Administrative Officer 
CVs and Expressions of Interest to: c.andresco@lse.ac.uk  
Deadline: end of the day Monday 29 May 2017.  
 
Job description  
The IGC directs a global network of world-leading researchers and in-country teams in Africa and 
South Asia, working closely with partner governments to generate high quality research and policy 
advice on growth challenges. Based at LSE and in partnership with the University of Oxford, the IGC 
is funded by the UK Department for International Development (DFID).  
 
The IGC is looking for an Assistant Coordinator to provide high quality support from London, in the 
first instance to two country programmes based in India (Delhi and Patna), working closely with in-
country staff members and relevant staff based at the IGC London Hub office: the portfolio may 
expand by one or two countries during the course of the appointment.  
 
The Assistant Coordinator will be responsible for providing support to commissioned projects from 
the India and Tanzania programmes throughout the project lifecycle and for ensuring that 
programmatic information is accurate and up to date.  
 
Roles and responsibilities  

• Update and maintain the ‘work plans’ containing all project and output data for each 
programme. 

• Review project proposals and budgets as required, ensuring these comply with IGC 
requirements. 

• Work with country teams to ensure the timely submission of contracted outputs.  
• Contact individual researchers and institutions regarding upcoming or overdue contracted 

outputs as required.  
• Ensure contracted outputs are approved by the appropriate individual and ensure accurate 

records are maintained.  
• Process new contracts for individual consultants and institutions as required, following IGC 

procedures. 
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• Review requests for amendments to projects (including requests for adjustments to 
approved budgets, project outputs and timelines).  

• Process amendments to relevant contracts in line with IGC requirements.  
• Coordinate the payment of contracted outputs and consultant fees.  
• Maintain a robust filing system for country and project related information, ensuring 

accurate version control.  
• Coordinate monthly team calls with relevant individuals (including representatives from in-

country and the IGC’s Finance teams. Follow up on agreed/outstanding actions with 
individuals as required. 

• Respond to requests for information regarding project and programme information from IGC 
staff as required.  

 
Person specification: 

• Experience of effectively following processes and adhering to guidelines (essential). 
• Excellent written and oral communication skills with ability to communicate effectively and 

confidently at all levels (essential).  
• Proven ability to plan and organise own workload in order to meet deadlines in a fast-paced 

environment (essential).  
• Excellent attention to detail (essential).  
• Good numeracy skills (essential).  
• Previous project management experience (desirable). 
• Experience responding to requests for management information (desirable). 
• Experience working in a research or higher education setting (desirable). 

 
To apply:  
 
Please submit a CV and covering letter outlining your interest in, and suitability for the role, to 
Claudia Andresco: c.andresco@lse.ac.uk, by end of day on Monday 29th May.  Please make sure to 
respond to each of the criteria listed in the above person specification. 
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