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JOB DESCRIPTION 
TEMPORARY COVER: Learning Support Teacher 

Starting JANUARY 2022 (for two terms) 
 
 
Department  Learning Support 

Line Manager Head of Learning Support 

General 

St Paul's is a selective independent boys’ school with about 950 pupils in the age range 13 to 18, of 

whom up to 35 are boarders. The School (which includes a Junior School for boys of age 7 to 13) 

occupies a superb 45-acre site on the south bank of the Thames, west of Hammersmith Bridge. St 

Paul’s excels academically at both A-level/Pre-U and GCSE / iGCSE, with some of the highest national 

scores, but it is the work beyond the curriculum that excites both students and teachers alike. 

Teaching takes place within an eight-period day, five days a week. 

Key Responsibilities 

Teaching and Assessment 

• To teach 1:1 LS and occasional small group lessons as required. Approx. 27 35-minute 

lessons per week. LS lessons for Eighth Form (Years 12 and 13) pupils are within timetabled 

lesson time, and those for other pupils before and after school, and at lunchtimes. 

• To support/teach EAL pupils as required 

• To keep accurate records of attendance and of lesson content; to keep parents abreast of 

what has been covered where appropriate, to enable them best to support their son at 

home. 

• To notify the tutor when a pupil has not attended a lesson. 

• To help administer Fourth Form (Year 9) and Lower Eighth (Year 12) screening and further 

informal cognitive assessments as required by the Head of Learning Support (dependent on 

qualifications).  

• To liaise with colleagues, including HoDs, subject teachers, tutors, Undermasters (Heads of 

Year), to keep communication and information gathering on a pupil consistent and up-to- 

date. 

• To advise teachers on how to support a pupil they teach, and to observe pupils in lessons. 

• To attend Parents’ Evenings (5.30pm-8.30pm) and whole-staff INSET/meetings as required. 
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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. 

Administration 

• To assist with devising student profiles and putting them onto the Learning Support 

information systems, providing teachers with background information, including suggested 

teaching strategies. 

• To assist with gathering evidence for JCQ Exam Access Arrangements by communicating 

with teachers, reading LS reports, printing/photocopying teacher evidence on pupil’s file. 

• To assist with online applications for extra time/other exam concessions candidates and 

maintain records (UK public exams and US university College Board and ACT). 

• Supply information for university students (UK and US). 

• To be aware of legislation changes and inspection requirements/policies 

• To assist with general administration within the department. 

• To assist with the reading of LS reports/subject reports/grades on pupils and deal with new 

issues as they arise. 

• To assist with the invigilation of pupils with exam access arrangements during internal and 

public exams. 

• Any other reasonable tasks that arise from the LS Department’s work. It is likely that 

responsibility for particular year groups will be split between the members of the 

department. 

 

Qualifications Required: 

• Degree qualified. 

• Level 5 Certificate or equivalent in dyslexia teaching — either qualified or currently training. 

• TEFL/CELTA qualification, desirable. 

The School believes strongly in Continuing Professional Development and will support candidates 

who want to train for the Level 7 Diploma in Specialist Teaching and Assessment, and in TEFL/CELTA. 

 

 

Personal Profile 

• Experience of teaching in a Learning Support environment. 

• Commitment to professional development.  

• Good communication skills, oral and written. 

• Ability to work collaboratively, and to build trust and openness. 

• Discretion, courtesy, honesty and integrity. 
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• Commitment to safeguarding and the welfare of students. 

• Willingness to be involved in the wider life of the school. 

• Strong organisational skills. 

 

 

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. 

Further Details and application 

The post would suit teachers who have already worked in the field, looking to develop their 

professional experience. 

We offer a salary significantly above the National Scale, and offer competitive benefits that can be 

found via: https://www.stpaulsschool.org.uk/about-st-pauls/work-with-us/working-at-st-

pauls/benefits/  

Further details and an application form can be obtained from the School’s website 

www.stpaulsschool.org.uk via the ‘Work with us’ link in the footer. Please feel free to contact the 

Head of Learning Support, Helena Howard, HJH@stpauIsschool.org.uk if you would like to discuss 

any aspect of the post, or the School in general. 

Applications should be sent via email, to recruitment@stpaulsschool.org.uk and the closing deadline 

for all applications is midday on 25 October 2021. Interviews will take place on Wednesday 3 

November 2021. 
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