
  

 

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 post holder. 
 
 
 
 
 
 

 

Job Summary: 
 
The Residential and Catering Services Division is responsible for the School’s residences, catering, 
and relevant central operations. The Division’s principal aim is to provide a first-class service, 
within a sound financial framework, which support and enhance the learning goals of students, 
comprising nine halls with around 4,000 beds. 
 
Posts are offered to students (usually postgraduate, although in some instances we will accept 
applications from returning (2nd or 3rd year) undergraduate students) at the London School of 
Economics. The Subwarden is expected to carry out all reasonable duties specified by the Warden 
or their nominee. These roles assist the Warden to create a strong community within their hall 
including the welfare, social, and discipline of students. 
 
The Subwarden is expected to engage in community building and support the Hall Committee, 
assisting with the running of regular events and activities.  
 
Role holders will be expected to commit to Continuing Professional Development in the role by 
attending induction, re-induction (if appointed for further years following annual review) and other 
briefing sessions on relevant topics. 
 
Subwardens should work closely with other key stakeholders such as Front of House Managers, 
Facilities Managers, Catering teams, Residential Life, Communications colleagues and others 
across the division and School. 
 
In view of the nature of your appointment, there are no fixed hours of work. The post is part-time 
with honorarium paid on an average hour’s basis. It is expected that there will be variance in hours 
worked from week to week and during term time, Summer School and vacation periods. 
Subwardens are expected to understand the need to vary hours and work over weekends, Bank 
Holidays and during LSE closure periods as required. 
 
The post requires you to reside on the premises and undertake out-of-hours emergency cover as 
part of a rota system, as directed by the Warden. The roster structure will cover a seven-day 
period (including weekends) and such hours and such days that are required for the proper 
discharge of duties including Christmas, Easter, Bank Holidays, and other School closure days. 
You may also from time-to-time cover over Subwardens at different halls to support the wider 
teams. 

Job title: Subwarden                                                  

Department: Residential Services     Accountable to: Warden 
 



  

 

 
 

Duties/Other Responsibilities  

Pastoral Care and Welfare 

- To assist the Warden in carrying out his/her duties with respect to welfare and matters of 
discipline concerning the students in the hall. 

- To be available, at reasonable times, to discuss problems and other matters with students. 
Confidentiality protocols about matters concerning students must be strictly observed. 

-  To ensure residents are aware of the Accommodation Disciplinary Code and to enforce 
such code as required, acting for the Warden, and attending disciplinary meetings where 
appropriate. Subwardens should respond to any occurrences, on or off duty, which disrupt 
the wellbeing of residents and report such incidents to the Warden. 

-  To be aware of their own well-being and be capable of balancing the demands of the 
Subwarden role with other responsibilities. 
 

Service Delivery 

- To establish and maintain a ‘high profile’ in the hall, by attending and helping to implement 
social events and meetings as requested by the Warden and to be accessible to residents 
not only when on duty. 

- To be aware of relevant health and safety issues, undertake training as appropriate, acting 
as duty fire officers and to assist in the evacuation of the Hall if the fire alarms are 
activated. Subwardens should always remain vigilant for situations that may compromise 
the building or occupant’s safety and liaise with the Security, Warden, and/or Service 
Manager/Front of House Manager on these issues as appropriate. 

- To support the management team in ensuring that residents, their visitors and staff 
comply with the Hall’s safe operation especially in relation to lifts, fire and building 
security. 

- To offer assistance as required to queries / complaints / faults that may arise during “out 
of hours” for example, assisting if students get locked out and escalating more serious 
facilities issues to Duty Managers. 

- To rectify, where necessary, building / equipment faults that arise “out of hours” and 
summon assistance internally/externally as required or to report non-emergency facility 
issues on the next working day.  

- To assist the management team with hall inspections, as required. 
- To undertake training as required so as being fully conversant with local procedures / 

software and the School’s policies in general. 
 

Teamwork and Motivation 

- To participate in the term-time, Summer School and, where applicable, vacation time duty 
rota as organised by the Warden and to be present in the Hall during these duty periods 
especially Christmas and Easter.  

- To write and circulate incident reports to an agreed protocol and follow up incidents, as 
directed by Warden or Head of Residential Life. 



  

 

- To work constructively with Hall Committee members, Peer Supporters and other student 
voluntary roles. 

- To ensure effective communication with the Service Manager / Front of House Manager 
and his /her staff and to always respect their responsibilities and duties. 
 

Knowledge and Experience 

 
- To be aware of support services within the School and LSE Students’ Union including the St Philip’s 

Medical Centre, LSESU Advice Centre, Faith Centre, Student Services Centre, Financial Support 
Office, Adviser to Female Students, Teaching and Learning Centre and the Disability and Wellbeing 
Service, Student/Staff Counselling Service, PhD Academy and LSE Life.  

- To commit to the principle of Continuing Professional Development by attending induction, annual 
re-induction, and other briefing sessions on relevant topics. 

 

Flexibility 

 
To deliver services effectively, a degree of flexibility may be required in the duties performed in order to 
meet the exigencies of service. Job roles may also naturally develop over time and ongoing substantial 
changes to a role will be discussed between line managers and their staff, with job descriptions updated 
as and when appropriate. 

 

Equity, Diversity, and Inclusion (EDI) 
 
LSE is committed to building a diverse, equitable and truly inclusive university. All posts (and post holders) 
will seek to ensure diversity and inclusion, while opposing all forms of unlawful and unfair discrimination 
on the grounds of age, disability, gender identity, marriage and civil partnership, pregnancy and maternity, 
race, nationality, ethnic or national origin, religion or belief, sex and sexual orientation, or social and 
economic background. 

 

Ethics Code 
 
Posts (and post holders) are assumed to have a responsibility to act in accordance with the School’s  
Ethics Code and to promote the principles and values that the Code enshrines. The Ethics Code clearly 
states that the whole LSE community, including all staff, students, and governors of LSE, are expected to  
act in accordance with the principles which are set out in the Code. As such you are required to read and  
familiarise yourself with it. The School’s Effective Behaviours Framework is designed to support this 
Code.  It sets out examples for the six behaviours that all staff are expected to demonstrate, these can be 
found on the following link: click here 

 

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. 

 

 

https://info.lse.ac.uk/staff/divisions/Human-Resources/Assets/Internal/staff/OL/Effective-Behaviours-Framework.pdf

