
 
 
NOTE This job description does not form part of the employee’s contract of 
employment but is provided for guidance. The precise duties and responsibilities of 
any job may be expected to change over time. Job holders should be consulted over 
any proposed changes to this job description before implementation.  
 

Ref: 50002756 
  

JOB DESCRIPTION 
 
Job Title: Disability Learning Support Assistant 
  
Department:  Employability and Learning Support 
 
Reports to: Disability Learning Support Coordinator  
 
Job Purpose: To coordinate the administration of support to disabled students 

and be the main point of contact between the service, disabled 
students, staff supporting them and other support workers.  

  
Grade:  NG3 
 
Principal Accountabilities:  
 

1. Act as a first important point of contact for disabled students and university 
staff and give general information on registration processes, support available 
and disability related matters. 
 

2. Maintain disabled student records and files (both paper and electronic). 
Maintain relevance, accuracy and consistency of data with responsibility for 
annual archiving process. 

 
3. Organising the running of dyslexia screenings and provide support for the 

recruitment and induction of support workers. Act as the first point of contact 
for any support worker and student query (e.g. ID card request, time sheets 
and time tabling problems etc.). 
 

4. Contribute to the development, implementation and improvement of 
administrative processes, procedures and IT systems contributing to DLS 
smoother operation.  

 
5. To coordinate the production of the Disability Learning Support publicity 

material, including information sheets and posters to ensure that these are 
distributed to Registry/School offices, libraries and university notice boards. To 
support and update social media and web pages for Learning Support.  

 
6. To support the DLS Coordinator by organising and coordinating student Fairs, 

Events, Open Days and Workshops and other events across all faculties by 



promoting and advertising Student Affairs with prospective students, current 
students and staff.  
 

7. Assisting the DLS Coordinator and the DLS Manager with the yearly statutory 
audits (DSA-QAG). 
 

8. Act as Secretary to the Disability Learning Support Forum/ team meetings and 
be responsible for room booking, catering, agenda, ensuring all action points 
are completed, minutes taking. The post holder holds regular office meetings 
with the Learning Support staff and reports appropriately to the DLS 
Coordinator. 

 
9. To cover Student Information Points on a weekly basis by providing 

information and advice to students about all relevant services and update any 
booking system as necessary. 

  
10. To carry out other duties as appropriate to the grade. 

 
Context of the post 
 
Under the Equality Act 2010 the University has a responsibility to provide a variety of 

support services for its disabled students as a ‘reasonable adjustment’. Creating and 

maintaining these generates a considerable range of administrative duties, the 

execution of which is essential to the efficient running of the service.    

 

The post holder will be the first point of contact for disabled students, academic 
colleagues and support workers, providing information and assistance as relevant.  
 
DLS is part of Employability and Learning Support, within the Libraries and 
Curriculum Support Directorate. It works closely with other departments such as 
Counselling, Faith & Spirituality, Student Advice, International Student Advice, 
Student Funding & Scholarships and Student Health.  
 
The post holder works as part of DLS team, reporting to the DLS Coordinator, 
although the post holder is likely to be based in New Cavendish Street, it is expected 
that they will carry their duties across all university sites.   
 
Dimensions 
 
The duties of the post include people facing responsibilities as well as working with 
systems and resources. The post holder will be interacting with students, academics, 
support workers and other university staff, and will support IT-based information 
management software, databases, and website content management.  
 
The role involves being sensitive and responsive to different communication needs 
and responding calmly, professionally, and in a way that maintains confidentiality, to 
students and staff facing sometimes complex situations.  
 
There is also a marketing aspect to the role particularly in promoting Libraries and 
Curriculum Support in different Fairs, Open Days and Events.  
 

 
 
 



PERSON SPECIFICATION 
 
 

 Essential criteria 
 

Desirable Criteria 

Qualifications A levels of equivalent experience. 
 

First Degree or 
equivalent. 
 

Training and 
Experience 

Experience of general office duties 
including reception duties, dealing with 
telephone, written enquiries and office 
filing. 
 
Administration experience within a team 
environment. 
 
Excellent IT skills including good 
working knowledge of MS Office (word-
processing, spreadsheet, powerpoint 
and database packages, email and 
Internet research).   
 
Experience working in a student support 
disabilities department and/or 
experience of working or volunteering in 
a disability-related field. 
 
Some awareness of Equality Legislation. 
 

Experience of 
coordinating marketing 
materials; reviewing 
existing and 
developing new 
materials, publications 
and updating Social 
Media. 
 
Experience of 
coordinating and 
monitoring finances 
using the university 
financial system 
(Agresso) or similar by 
processing all income 
and expenditure. 
 
Experience of using 
Customer Relations 
Management tools. 
 

Aptitude and 
abilities 

Excellent oral and written 
communication skills. 
 
Excellent interpersonal skills and ability 
to establish good working relationships 
with staff, students and external 
agencies.  
 
Ability to use tact and discretion when 
working with confidential, sensitive and 
personal issues. 
 
Ability to understand customer needs 
and assess the potential impact on the 
student experience when making 
decisions. 
 
Excellent at paying attention to detail, 
organising and prioritising work and 
working accurately under pressure. 
 

 

Personal 
Attributes 

A positive and enabling attitude towards 
disability. 
 

 



Ability to remain calm and professional 
in emotionally-charged situations. 
 
Must enjoy working as part of a busy 
team. 
 
Must be flexible to adapting to an ever-
changing environment. 
 
Have a high level of commitment and 
energy. 
 
Have a pro-active approach to problem 
solving. 
 
Self-motivated, enthusiastic and flexible. 
 
Able to work on own initiative. 
 
A friendly calm manner. 
 
Ability to work under pressure.  
 

 
 
Other 
 
The post holder is required to understand the sensitivity of the university’s legal 
obligations to disabled students and to conduct all their correspondence with them 
accordingly.  
 
At certain times of the year there will be a requirement to work some overtime.  
Although based in Central London, because of the extension of Disability Learning 
Support to the Harrow Campus of the University, the post holder must be prepared to 
travel to Harrow occasionally, and may be required to work on other campuses in 
Central London.  
 
While it is not mandatory for annual leave to be taken at a certain time, the particular 
nature of the work makes it desirable that the administrative staff take leave during 
the vacations and not during term time. 
 
 


