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Learning Support Administrator – St Paul’s School 

 
Department  Academic 
 
Line Manager  Head of the Learning Support Department 
 
Main duties and responsibilities: 

• To administer all mass mailings to pupils/parents/tutors to communicate LS Department work and 
protocols. 

• To act as the ‘quality control’ in respect of all letters and documents produced by or for the Head of 
the LS Department.  

• To be responsible for the efficient and accurate record keeping of both hard copy and/electronic 
copy (for compliance: ISI, JCQ, CIE, ACT, College Board, SEND CoP); setting up and housekeeping of 
pupil’s hard and electronic files who access the LS department. 

• To manage the archiving of relevant paperwork, including student files and confidential 
information. 

• To understand the JCQ guidelines for Exam concessions and ensure all documentation which is 
filled is signed, dated and filled in accurately and compliantly.  

• To provide clear and concise instructions to pupils, staff and parents about what documentation is 
needed from them and in what format.  

• To send out the feedback paperwork for exams and then managing the responses. 

• To draw the attention of the Head of the LS Department to information which may require further 
action. 

• To help manage the LS Department Diary. 

• To maintain strong communication channels between the LS Department and other departments, 
particularly the IT, Exams and Academic Departments to ensure effective workflow is maintained.  

• To ensure that relevant deadlines are met by staff and pupils. 

• To be responsible for inputting and housekeeping significant data on ISAMS LS List and SPS EAL List 
including regular archiving of outdated information. 

• To take minutes of department meetings/EHCP Annual Review Meetings. 

• To be responsible for the general office management such as ordering supplies, maintaining/ 
implementing systems and other ad hoc tasks.  

• To support LS events as required for example, the 4th Form LS Screening programme. 

• Other tasks as arise in the course of the LS Department’s work. 

• All staff have a responsibility and duty of care to safeguard and promote the welfare of pupils. Staff 
must be aware of the systems within the School which support safeguarding and must act in 
accordance with the School’s Safeguarding & Child Protection policy and Code of Conduct. Staff will 
receive appropriate child protection training which is regularly updated.  
 

The above list is not exhaustive but is a guideline of the main requirements of the role. The primary role is 
to provide administrative support to the Learning Support Department including carrying out reasonable 
tasks not necessarily covered within this job description.   
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Essential skills and qualifications: 

• Excellent administration and organisational skills. 

• Excellent communication skills, both written and verbal.  

• Exemplary customer services skills.  

• Able to use initiative and to work unsupervised. 

• Approachable, friendly and resilient character. 

• Strong problem-solving skills. 

• Experience of streamlining/improving administrative processes, or a demonstrable willingness to 
improve administrative procedures. 

• A thorough working knowledge of Microsoft Office and Google (particularly Word, Adobe, Excel, 
Outlook, Google Docs and Google Sheets). 

• Experience of using different hardware for example, scanners, printers and laminators.  

• Willing to learn and make the job their own, ensuring that an efficient and effective service is 
delivered at all times. 

• Highly motivated and flexible. 
 
Desirable skills and qualifications 

• Previous experience of working in the education sector. 

• Desire to learn new software systems. 

• Knowledge of how to manage large and complex computer filing systems. 
 
Background and Terms of Employment 
Our founder John Colet opened the doors to St Paul’s School in 1509 to educate boys regardless of race, 
creed or social background. We are committed to our founder’s vision and offer financial support to every 
boy who is successful in gaining a place at the school on academic merit and fulfils the means-tested 
bursary criteria. The quality of a St Paul’s education is dependent upon the quality of its staff so we recruit 
high quality people and look after them well. St Paul’s embraces diversity, inclusivity and equal opportunity 
and we are committed to building a team that represents a variety of backgrounds, personalities and skills. 
 
We hope that working at St Paul’s might be right for you. The atmosphere is relaxed, friendly, supportive 
and purposeful. We are a thriving organisation that draws upon a wide range of different skills, 
qualifications, roles and responsibilities, whether teaching or other support staff and personal professional 
development for all staff is a high priority. Our pay and package are generous by sector norms and includes 
the following: 
 

• Hours of work 
Full time: Monday to Friday, 9.00am to 5.30pm, including one hour for breaks.  
 

• Holidays 
25 days plus 8 Bank Holidays per annum. Annual leave should usually be taken during School 
holidays (term dates can be found here).  
 
NB: The School normally closes for a period over Christmas, the dates of which are agreed by the 
Executive Team every year. This closure period may result in additional non-working days; however, 
this is non-contractual and does not affect annual leave entitlement. 

 

https://www.stpaulsschool.org.uk/term-dates/
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• Salary 
c£25,000 to £30,000 pa + benefits. 

 

• Benefits 
- 25 days of annual leave plus 8 UK Bank Holidays. After 5 years of employment, annual leave 

entitlement increases to 27 working days (or pro rata equivalent). This increases to 30 working 
days (or equivalent) after 10 years of employment. 

- A generous Stakeholder pension scheme. 
- Death in Service Benefit 
- Free daily hot lunches including vegetarian options, bistro dishes, soup and salad bar, and hot 

drinks and snacks supplied throughout the day. 
- Employee bicycle scheme, where a bicycle suitable for commuting will be supplied, or the cost 

of purchase reimbursed, by the School to the value of £500. Bike mechanic visits site regularly 
to maintain the bicycles. 

- Use of sports facilities, including swimming pool, gym and staff changing rooms and showers. 
- Employee Assistance Programme; an independent, free and confidential advice service that can 

offer both practical advice and support on topics such as Debt & Finance Support, Legal and Tax 
Advice, Family Care and Mind and Body Support. 

- Free parking on site. 
- Policy for funding external professional development. 
- Access to school counsellors, doctor and physiotherapist. 
- Annual flu vaccination. 
- After one years’ service, part remission of tuition fees for children of employees (subject to 

competitive entry procedures). Please note this is not a contractual entitlement and the 
Governors reserve the right to vary the rate of remission or to withdraw it altogether. 

- Reimbursement for costs of eye-sight tests and contributions towards glasses for VDU work. 
- Brand new, state-of-the-art buildings, and a large and comfortable Staff Room. 

 
* Subject to terms and conditions 

 
 

 

 


