
JOB DESCRIPTION 

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. 

Job Title: Disability Learning Support Manager  

Reports to: Head of Employability and Inclusivity 

Grade: NG7  

Job Purpose 

The post holder will provide operational leadership and management to the Disability 

Learning Support team comprising Disability and SpLD advisers,  

A key objective is to effectively lead the DLS team to ensure that disabled students (current 

and prospective students) have the opportunity to access and benefit from their academic 

and student experience through the provision of appropriate information, advice and 

support. This will include providing advisers with day- to-day case guidance and support 

and the post holder will be a point of escalation in managing complex disability-related 

matters.  

Principal Accountabilities 

1. To provide operational leadership to and management of a team of Disability advisers

and SpLD advisers. This will require day-to- day management of individuals and

monitoring the allocation of caseload across the team, setting challenging objectives and

maintaining high standards.

2. To lead the provision of guidance and advice on complex cases to advisers and build a

process of quality review of recommendations to support a coherent approach to

disability support. Undertake student case complaint resolution, flagging up risks to and

involving the Head of Employability and Inclusivity, as appropriate.

3. To act as a University expert in matters relating to disability support, providing guidance
on all areas of disability support, including the legal and financial context, to applicants,
students and colleagues.  Ensure the clarity and proper dissemination of information
regarding complex disability legislation and policy to relevant colleagues and teams.
Ensure that the team maintains complete, updated and accurate records of student

support and communication data.

4. To lead on the review and monitoring of the service and team operations bearing in

mind the Equality Act, resources available and the responsibilities of the University,

in the current environment. The postholder will instigate, investigate and develop

good practices, systems and new policies for the effective operation of DLS.



5. To be the institutional lead for the Disability Support Allowance Quality Assurance 

Framework (DSA-QAF) audit ensuring compliance with audit requirements and 

standards to maintain the University’s accredited status. To monitor and review the 

provision, processes and procedures of Disability Learning Support in order to ensure 

that opportunities for improvement are taken and that the University meets 

appropriate benchmarks including Access and Participation Plan targets .  

 

6. To ensure effective budget monitoring and management of resources, undertaking 

regular resource planning, review and forecasting in order to ensure delivery to 

budget. Be able to provide the Head of Employability and Inclusivity with accurate, 

relevant and up to date statistical information with analysis and interpretation, to 

inform decision making and service development and to anticipate trends and 

optimize service efficiency. 

 

7. Lead staff meetings, take a constructive role in team case discussion and problem 

solving, and engage actively in leading and managing individual and team 

development projects and activities to support delivery of the goals of the service. 

 

8. Take an active role in developing the DLS team’s portfolio of disability-related 

training and information provision, including maintaining disability-related 

information on the DLS website. This will also include design, development and 

delivery of appropriate staff training materials, as relevant. Also, overseeing the 

DLS contributions to internal /external conferences, encouraging contributions from 

across the team. 

 

9. To ensure responsive and effective response to satisfaction issues, through local and 

formal University processes. 

 

10. Under the guidance of the University’s Safeguarding Lead, work collaboratively with 

key colleagues to ensure that identified safeguarding concerns for individual students 

are appropriately assessed, referred and managed. 

 

11. Work at all times with due regard to requirements of the Data Protection Act and 

ensure the appropriate storage and handling of sensitive personal data. While doing 

this considering any student requests for confidentiality and responding appropriately 

to the institution's duty of care to all students. 

12. Undertake such other appropriate duties as determined from time to time by the Head 

of Employability and Inclusivity. 

 

Context 
 
With over 20000 students, the University of Westminster has a diverse student body and is 

committed to promoting effective and efficient support. The University of Westminster 

currently has 1750 students across its four sites who have disclosed a disability. 

 
The Disability Learning Support team within the Student and Academic Services 

directorate is part of Professional Services at the University. 

 
Student and Academic Services (SAS) provides professional, efficient, effective and 
consistent researcher and student-focused support and services across the University’s main 



sites in the West End and at Harrow. It will lead on professional support for a wide range of 
governance, research, learning and wellbeing interventions that enhance the experience of 
students, staff and alumni throughout their relationship with the University 

 
The service components of SAS are: 

 
• Advice and Funding 
• Careers and Employability Service 
• Disability Learning Support 
• Interfaith Advice 
• Learning Innovation and Digital Engagement 
• Library Services 
• Research and Scholarly Communications 
• Research Office 
• Student Residences 
• Student Counselling 
• University Records and Archives 

 
The post is based in the West End but the postholder may be expected to work at any of the 
University sites as required. 

 
The post holder will be required to plan, develop and deliver support for disabled students, 

putting in place and managing systems (processes and electronic support), as relevant. 

He/she must demonstrate drive and commitment to ensuring that the University meets its 

commitments to equality of access and widening participation. 

 

The University requires all post holders to have an understanding of individual health and 

safety responsibilities and an awareness of the risks in the work environment, together with 

their potential impact on both individual work and that of others.  

 
Dimensions 

 

• The Employability and Inclusivity team includes the Career and Employability 

Service and the Disability Learning Support team. 

 

• The post holder will provide operational leadership and management to the 

Disability Learning Support team comprising Disability and SpLD advisers and 

will report to the Head of Employability and Inclusivity. 

• The post holder will be responsible for the development and delivery of service 

activities, enhancing student engagement and creation of robust referral 

mechanisms to ensure high quality and effective delivery of advice and support to 

disabled students and supervising provision of support relating to approximately 

1700+ students annually. 

 

• Line Management and Budgetary Responsibility: The post holder will have 

line management responsibilities for Disability advisers and SpLD advisers, 

Senior Administrator as well the Specialist Mentoring team. 

The post holder will have budget management responsibilities for income, service 
budgets and for the recommendation of costs relating to the provision of student 
support. 
 

• Key contacts: Key contacts for this post include the Head of Student Support and 
Residential Life (SSRL) and managers in SSRL to ensure a joined-up approach to 



case management and an improved student experience. The post holder will also 
work closely with other teams within SAS; with academic staff, including Disability 
Tutors and Senior Personal Tutors; colleagues in Planning and Performance, ISS, 
Academic Registrar’s Department, CLASS and the wider Estates team, Health 
and Safety and external suppliers, Students Union and students. 
 

 

Person Specification  

Qualifications 

Essential: 
 

 Evidence of education to degree (or equivalent) level or practical experience that 

demonstrates relevant levels of knowledge and skill in a related field 

 
 Membership of a relevant Professional body (NADP, PATOSS etc.) 

 
 Post graduate qualification 

 
 
Desirable: 

 
 SpLD Specialist Qualification 

 
 
Training and Experience 

 

Essential: 

 
 Demonstrate relevant and recent experience of managing a service supporting 

clients with disability or wellbeing issues, ideally in an HE environment  

  

 Excellent level of knowledge of broad disability issues, and substantial an up- to-date 

knowledge of the legal framework including the Equality Act 2010 and other relevant 

legislation and effectively applying this within a University context. 

 
 Substantial working knowledge of University's responsibilities within these areas. 

This must include experience and knowledge of the Disabled Students’ Allowance 

and the related funding packages as well as the Study Needs Assessment process 

 
 An understanding of, and empathy with, the needs of students with disabilities and 

the ability to make recommendations for reasonable adjustments for individual 

students, drawing on appropriate evidence, which are appropriate to support studying 

in a demanding learning environment across a wide curriculum. 

 
 Experience of working independently, resolving complex situations and managing 

conflicting demands. This will require the ability to analyse issues and determine 

and implement creative and practical solutions. 

 

 Excellent written and oral communication skills, including the ability to draft clear, 

succinct and relevant material for communication with staff and students and the 

ability to make complex policy accessible to an uninitiated audience. 

 

 



Experience in dealing with deadlines and being able to work under pressure, while 

maintaining attention to detail.

The ability to communicate effectively, sensitively and tactfully with individuals at all 

levels within a University and with external organisations. This will require the ability 

to persuade and the ability to deal with potentially conflicting demands. 

Experience of supporting individuals within a HE institution or within a relevant 

service industry environment. 

Knowledge of the use of Assistive Technology 

Evidence of providing support to individuals with mental health difficulties 

Evidence of having led and developed service related policies, processes or 
procedures in a similar environment 

Experience of monitoring and measuring budgets including interpreting and 

analysing results to support decision making.  

Desirable 

Project Management experience 

Evidence of further training or vocational qualifications associated with the 

Disability and Equal Opportunities sector. 

Evidence of experience in the design, development and delivery of training 

programmes and materials 

Aptitudes and abilities 

Strong negotiation skills and the ability to build and leverage internal networks and 

relationships with colleagues in Colleges and within Professional Services 

Demonstrable ability to lead teams through change and implementing of new 

systems and processes. 

Ability to effectively deliver conflicting priorities and challenging workloads by 

maintaining focus on agreed objectives and deliverables whatever the 

circumstances and monitoring progress against objectives. 

Ability to work flexibly by taking account of new information or changed 

circumstances relating to legislation and policy changes and modifying the 

understanding of a problem or situation accordingly. 

Ability to deal effectively with unexpected situations, taking advantage of 

opportunities and overcoming problems. 

Ability to identify gaps in available information required to understand a problem 

or situation and to devise means of remedying such gaps.

Personal qualities 



Must share and exemplify the University’s values. 

Approachable and team orientated, with a strong work ethic. 

A flexible and calm demeanour. 

Tact, diplomacy and respect for confidentiality. 

Positive about the benefits of change. 

Fully committed to creating a stimulating learning and working environment which 
is supportive and fair, based on mutual respect and trust, and in which harassment 
and discrimination are neither tolerated nor acceptable.  




