
  

Job Description 
 
This form summarises the purpose of the job and lists its key tasks. It is not a definitive list of all the tasks to 
be undertaken as those can be varied from time to time at the discretion of the School, in consultation with 
the postholder. 
 
 
 
 
 
 
 
 
 
 

 

Duties and Responsibilities  
 
Communication 

• Acting as a first point of contact for undergraduate students, dealing with enquiries in a professional 
manner, providing advice and guidance when necessary. 

• Providing administrative support to members of the academic staff in the Department requiring 
assistance on LLB matters. 

• Supporting effective communication between the Department, undergraduate students and LSE 
Central Administration. 

• Supporting the development of LLB documentation, including preparing and maintaining the student 
handbook, FAQs, and School documentation such as the prospectus, calendar and course guides. 

• Servicing the LLB Staff Student Liaison Committee (SSLC) meeting. 
 

Job Summary 
 
The postholder has lead administrative responsibility for day-to-day matters relating to students enrolled in 
the Law Department’s Undergraduate programmes. 
 
The post holder works in conjunction with the Service Delivery Manager (Undergraduate Programmes), 
dividing tasks effectively and supporting each other to achieve shared responsibilities, ensuring appropriate 
cover on tasks as required. 
 
Key Tasks: 

• Providing an effective first point of contact for LLB students. 

• Supporting the Welcome Week process for new undergraduate students in the Department. 

• Supporting the annual updating of programme regulations and course guides. 

• Supporting the assessment and examinations processes. 

• Providing administrative support, as required in the course of the academic session, to the 
Undergraduate Programme Director, the Departmental Tutor and the Chair of the LLB 
Examinations Sub-Boards. 

 

Job title: Undergraduate Programme Administrator (Permanent)   

Department/Division: Law 
Accountable to: Service Delivery Manager (Undergraduate Programmes) 



  

Planning and Organising Resources 

• Assisting with the organisation of Welcome Week for new LLB students (and General Course students 
allocated to the Department), and arranging other meetings, including SSLC meetings, and social events 

• Allocating academic advisers, and maintaining records of academic adviser changes throughout the 
year. Recording this information on the Tutor Allocation Screen. 

• Operating and maintaining effective information systems (SITS/LSE for You) on student records, 
including: examinations; induction information for new students; timetabling information; and course 
material. 

• Supporting the distribution and return of master records and calendar updates. 
 
Liaison and Networking 

• Liaising with various departments: examinations during the examination period; timetables 
regarding master records, opening week and rescheduling of classes; registry regarding status 
of students. 

• Liaising with the School regarding Departmental General Course students, and allocating them 
to the designated General Course Tutor. 

 
Teamwork and motivation 

• Contributing actively and positively to the administrative team and to the Department. 

• Organising and taking responsibility for own workload. 
 
Service Delivery 

• Providing an efficient and effective information service to students. 

• Taking minutes at SSLC meetings. 

• Providing administrative support to a number of academic staff. 

• Respecting the confidentiality of sensitive information, recognising where a problem should 
be referred elsewhere. 

 
Initiative and Problem Solving 

• Managing own workload with minimal supervision, and taking responsibility for advising academic 
colleagues of upcoming deadlines, in order to ensure that work is completed on time. 

• Exercising initiative in the development of the LLB in relation to its agreed objectives 

• Supporting the development of Law course pages on LSE’s virtual learning environment, Moodle, 
understanding what information needs updating and which resources should be used for different 
information. 

 
Pastoral Care and Welfare 

• Acting as a first point of contact for students with concerns or problems and referring them to 
the relevant service within the School as appropriate. 
 

Flexibility 

• To deliver services effectively, a degree of flexibility is needed, and the post holder may be required 
to perform work not specifically referred to above. 

• The post-holder would be expected to undertake the necessary training required to perform the 
above duties and demonstrate willingness to keep up with software changes and systems as they 
transpire. 



  

Note 
The LSE has a progressive pay structure that rewards you with annual pay increases up to a certain level 
as you develop in your role. We also provide for further reward past this point in the form of further pay 
increases based on exceptional performance. 

Flexibility 
To deliver services effectively, a degree of flexibility is needed, and the post holder may be required to 
perform work not specifically referred to above. 

Equality and Diversity 
To uphold the School’s commitment to equality of respect and opportunity, as set out in the Ethics Code, 
we will treat all people with dignity and respect, and ensure that no one will be treated less favourably 
because of their role at the School, age, sex, disability, gender identity, race, religion or belief, sexual 
orientation, marriage and civil partnership, pregnancy and maternity, or social and economic background. 
For the full Equity, Diversity and Inclusion policy statement, please see the EDI website 

Environmental Sustainability 

The post holder is required to minimise environmental impact in the performance of the role, and actively 
contribute to the delivery of the LSE Environmental Policy. 

 


