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JOB DESCRIPTION 
 

Job Title:   International Project Manager (IPM) 
 
Line Manager:   Deputy Director  
 
Departmental Manager: Director  
 
Salary                                              Starting salary £33,000 p.a.  

(Equivalent to House of Commons Pay Band B2) 
 
Qualifications:   Relevant Degree and/or experience  
 
Type of appointment:                   Full time (35 hours per week) 
 
Organisational Overview: The British Group of the Inter-Parliamentary Union (BGIPU) has 
responsibility for the UK Parliament’s engagement with the Inter-Parliamentary Union (IPU) which is 
the global organisation of Parliaments.  It does so through an Executive Committee appointed by its 
members with policy and administrative support from the BGIPU Secretariat.   Membership of the 
BGIPU comprises all Members of the House of Commons and House of Lords, across all political parties 
and the cross-benches.  The BGIPU is funded jointly by the House of Commons and the House of Lords 
with the primary aim of advancing the parliamentary dimension of Britain’s foreign relations. 
 
Main Purpose of Job: To manage and provide advice as a staff member of the BGIPU Secretariat on 
inter-parliamentary project activities in pursuit of the British Group Inter-Parliamentary Union’s aim 
to advance the parliamentary dimension of Britain’s foreign relations.  
 
Primary Tasks 
 

 A) Project management: Working individually and in small teams, manage projects related 
to the BGIPU’s activities in the IPU, including promoting the parliamentary dimension of 
international relations and the global contribution of inter-parliamentary dialogue and 
exchange.  This would include devising project budgets and ensuring cost-effective 
management of key inter-parliamentary activities. 
 

 B) International and Parliamentary Knowledge: Engage in broad-based international 
relations work, particularly through managing inward bilateral delegation visits to the UK 
Parliament and outward visits to counterpart parliaments overseas.   
 

 C) Policy and Research Skills: Provide policy advice and undertake research activities of 
relevance to inter-parliamentary issues, demonstrating knowledge and understanding of 
specific international relations issues.  
 

 D) Communications, Outreach and Advocacy Skills: Contribute to BGIPU’s outreach and 
communications work, including active engagement with key stakeholders such as 
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authorities in both Houses, the Foreign, Commonwealth and Development Office, the UK-
based diplomatic community and intergovernmental and non-government organisations. 

 
The following areas of work are broadly illustrative and are not intended to be exhaustive, nor 
exclusive and other tasks, as directed, can be expected in accordance with the operational needs of 
BGIPU*: 
 

a. Inward delegations 
 Liaise with London-based Embassies and British missions abroad to develop programme 

activities. 
 Prepare Project Management Plan.  
 Prepare and distribute official invitation. 
 Arrange programmes to take into account the visitors’ requirements and relevant 

experience from previous delegations. 
 Advertise delegations in both Houses of Parliament. 
 Compile for approval lists of MPs and Peers willing to participate in certain aspects of the 

programme and provide briefing material to those selected. 
 Accompany delegations throughout the visit to ensure the programmes run smoothly and 

delegation requirements are met satisfactorily. 
 Compile initial and detailed budgets for the projects, verify and approve all expenditure prior 

to passing to the Director and accounts function. 
 Prepare reports and circulate all relevant follow-up correspondence following a visit. 

 
b. Outward Delegations 
 Liaise with London-based Embassies and British missions abroad to develop requirements 

for programme. 
 Prepare Project Management Plan.  
 Compile initial and detailed budgets for the projects, verify and approve all expenditure prior 

to passing to the Director and accounts function. 
 Advertise delegations to Members of both Houses of Parliament. 
 Prepare selection documentation, arrange selection meetings and prepare notification of 

results. 
 Draft, obtain and distribute written briefing material for the visits. 
 Organise briefing meetings and report back meetings following the visits. 
 If appropriate, arrange a meeting/lunch with each delegation and host nation’s Ambassador 

prior to the visit. 
 Make all necessary administrative arrangements for the visits, including flights, visas, 

subsistence payments, programme requests etc. 
 Accompany and provide support to the delegation. 
 Prepare reports and circulate all relevant follow-up correspondence following a visit. 

 
c. IPU Conferences and Assemblies 
 Advertise events to members of both Houses. 
 Prepare selection documentation on each applicant, arrange selection meeting and prepare 

letters to applicants to notify them of selection results. 
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 Liaise with host nation authorities, British embassy, IPU HQ and others as necessary to 
prepare delegation programme. 

 Arrange briefing meeting and prepare the necessary material. 
 Make all administrative arrangements including travel, hotels and official entertainment. 
 Attend the event and provide administrative support to the delegation. 
 Compile initial and detailed budgets for the projects, verify and approve all expenditure 

prior to passing to the Director and accounts function. 
 Prepare and circulate all relevant correspondence and documentation including updating 

the database where necessary. 
 Arrange a programme of bilateral exchanges including carrying out any research in advance 

to ensure the delegates are briefed on key bilateral issues. 
 

d. Policy Seminars/Conferences/lunch time lectures 
        

 Research areas of discussion, explore UK and IPU policies as relevant and identify potential 
guest speakers.  

 Compile initial and detailed budgets for the projects, verify and approve all expenditure 
prior to passing to the Director and accounts function. 

 Advertise seminar in house to IPU members, interested parliamentary staff and external 
stakeholders.  

 Contribute ideas for BGIPU’s international policy-based seminar programme. 
 Prepare all invitation and administrative documentation for seminar. 
 Administer logistical arrangements for the Seminar, including catering, transport, hotel 

bookings, venues, reception.  
 Supervise event arrangements and provide support to delegates and guest speakers. 
 Coordinate post-event tasks like report writing and follow-up activities.  

 
e. Communications and Outreach Programme 
 Compile plans and budget for the Communications and Outreach Programme and forecast 

expenditure on this activity. 
 Provide content for BGIPU social media accounts, including compiling and uploading content 

for the BGIPU website.  
 Demonstrate proficiency in designing and producing BGIPU-specific publications and 

presentations for the website and other promotional items.  
 Contribute to an informative and relevant BGIPU seminar programme. 
 Provide support for the Director in addressing any media enquiries. 
 Arrange BGIPU hospitality events such as Diplomatic Receptions and other functions for key 

stakeholders.  
 

*This job description represents the full scope of work responsibilities carried out by all IPMs 
employed at B2 level in BGIPU, but this current vacancy is intended to focus on the areas of 
work identified as a, b and d in supporting the bilateral delegation programme, with specific 
focus on engagement with parliamentary counterparts in Africa and the Middle East. 
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Additional Tasks 
 

f. General Secretariat and Administrative Duties  
 

 Answer and respond to routine telephone enquiries from members of both Houses of 
Parliament, embassies and other external agencies. 

 Respond to requests for information from IPU HQ, Geneva. 
 Arrange and supervise lunches, dinners and all other forms of official entertainment. 
 General office duties (including maintaining computer and paper file records, databases and 

the archives), including assisting other colleagues at peak times. 
 You may be required to carry out a range of additional identified tasks, taking into account 

the need to maintain balanced workloads and the operational needs of BGIPU. 
 
Skills and Attributes 
 
The following skills and attributes will be expected of the jobholder: 
 

 The ability to work diplomatically and successfully in multi-cultural and parliamentary 
environments with the ability to relate appropriately with and deliver support to senior figures, 
taking into account political and national differences. 
 

 The ability to speak, read and write in languages other than English at a functional level is highly 
desirable. 
 

 The ability to work flexibly and supportively within a small team environment when under 
pressure to deliver results.  
 

 Excellent written, oral and interpersonal communications skills and a demonstrated ability to 
establish relationships and communicate effectively with people from a wide variety of 
backgrounds.  Includes report writing and record taking skills together with a good telephone 
manner and public presentation skills. 

 
 Proven organisational skills – previous experience of organising events and projects is 

essential.  Includes an ability to manage and prioritise competing demands often between 
subject areas. 

 
 Competence in the use of office IT, currently Microsoft Windows and Office 365 applications 

including Excel spreadsheets, e-mail, web browsers and graphic design programs.  An 
understanding of effective and appropriate use of social media is important. 

 
 Must show a commitment to good financial practice and probity in the use of public funds 

with the appropriate level of numeracy, budgeting and planning skills to reliably track and 
keep expenditure within the forecasted estimates. 
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 Proven policy, analytical and research skills including the ability to relate to key 
stakeholders and create partnerships for the benefit of the organisation. 

 
 Ability to take instructions and plan complex projects without heavy supervision at the 

same time recognising when there is a requirement to make higher level judgement calls or  
when to seek advice and the agreement of more senior managers. 

 
 Good understanding of international relations required with experience working in a 

parliamentary, or similar, environment being highly desirable. 
 

 Applicants will be required to undergo security clearance to work on the Parliamentary 
Estate and must be eligible to live and work in the United Kingdom. 

 
Additional Evening and Weekend Working 
 

 The jobholder will be required to work occasionally outside normal office hours (mainly in 
the evening or weekends), compensated when approved by access to time off in lieu (TOIL). 
 

 The jobholder will be required to undertake duty travel occasionally in the UK and 
internationally and possibly be away from home for periods of up to a week at a time. 
 

Beyond duty travel on delegations, the regular place of work will be in the BGIPU Secretariat offices 
on the Sixth Floor of Millbank House, 1 Millbank, Westminster, the IPU Room off Westminster Hall 
or any other place in the Parliamentary Estate.  Access to flexible working, including limited work 
from home provisions, are available subject to operational requirements. 
 
Application requirements 
 
Interested applicants should provide a CV and a covering letter of no more than 2 x A4 pages covering 
relevant qualifications, experience and demonstrating they possess the required skills and attributes 
as indicated in the job description. Applications should be sent to the Finance and Administration 
Manager, Ms Gabriella Liberotti-Harrison by email as follows: liberottig@parliament.uk  by 19 March 
2023. 
 
Any queries about the position should also be addressed to the same email address above.  Interviews 
are expected to be held in early April for commencement of employment during May 2023, subject to 
relevant notice periods and successful security clearance.  On previous experience, this vacancy will 
attract a very competitive field of highly qualified candidates.  BGIPU will endeavor to reply to all 
applicants promptly as we work through the process, but if you have not heard back from us by mid-
April, you can assume your application was unsuccessful.   
                                                    
 
5 March 2023 
 


