
  

 

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: 

Subwarden positions are offered to postgraduate students at the London School of Economics. 
Reporting to the Warden, Subwardens assist in creating a strong and thriving hall community, with 
responsibility spanning student welfare, social provision and discipline. 

The Subwarden plays an active role in community building, fostering a sense of belonging and 
inclusivity among residents. This includes collaborating with the Hall Committee to plan, 
coordinate and deliver a varied programme of events and activities that enrich the residential 
experience and encourage student engagement. 

Subwardens are also expected to work closely with key stakeholders across the Division and 
wider School, including Front of House, Facilities Management, Catering, Residential Life and the 
Communications team. 

Hours & Commitment: This is a part-time, residential role with no fixed hours, and an honorarium 
is paid on an average hours basis. Hours will vary week to week, particularly across term time, 
Summer School and vacation periods. Postholders must be available to work weekends, Bank 
Holidays and LSE closure periods as required. Weekday shifts run from 18:00 to 08:00, whilst 
weekend shifts operate on a 24-hour basis, which is allocated amongst the team. 

The role includes participation in an out-of-hours emergency rota operating seven days a week, 
including weekends and School closure periods such as Christmas and Easter. Occasionally, 
cover may also be required at other halls in support of the wider Subwarden team. 

Professional Development: Postholders are expected to commit to their ongoing development in 
the role by attending induction, refresher training and relevant briefing sessions throughout the 
year. 

 

 

 

Duties/Other Responsibilities  

Job title: Subwarden                                                  

Department: Residential Services     Accountable to: Warden 
 



  

 

Pastoral Care and Welfare 
- Support the Warden in fulfilling their responsibilities in relation to student welfare and 

disciplinary matters within the hall, acting on their behalf where appropriate. 
- Be accessible to residents at reasonable times, providing a approachable and confidential 

space for students to discuss concerns or personal difficulties. All matters relating to 
individual students must be handled in strict accordance with confidentiality protocols. 

- Actively signpost students to appropriate support services and resources, ensuring 
residents are aware of the help available to them within the hall and across the wider 
School. 

- Ensure residents are informed of and adhere to the Accommodation Disciplinary Code, 
enforcing the Code as required and attending disciplinary meetings where appropriate. 
Subwardens are expected to respond to any incidents that disrupt the wellbeing of 
residents, whether on or off duty and report these promptly to the Warden. 

- Demonstrate a proactive awareness of your own wellbeing, maintaining a healthy balance 
between the demands of the Subwarden role and other personal and academic 
responsibilities. 
 

Service Delivery 
- Maintain a visible and accessible presence in the hall, planning, attending and supporting 

social events and meetings as requested by the Warden, the Reslife Team and remaining 
approachable to residents both on and off duty. 

- Assisting with hall evacuations when fire alarms are activated and remaining vigilant for 
any situations that may compromise building or occupant safety. Liaise with Security, the 
Warden and/or Front of House as appropriate. 

- Support the management team in ensuring residents, visitors and staff comply with hall 
safety procedures, including those relating to lifts, fire safety and building security. 

- Respond to out-of-hours queries, complaints and facility issues, including assisting 
students who are locked out and escalating serious matters to the Duty Manager. Non-
emergency facility faults should be reported on the next working day. 

- Assist with hall inspections and support the Residential Life team in the promotion and 
delivery of the annual accommodation survey. 

- Undertake all required training to remain fully conversant with local procedures, relevant 
software and School-wide policies. 
 

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 

The nature of this role requires a degree of flexibility, as duties may need to adapt to meet the 
operational demands of the service. Roles may also evolve over time and any significant and 
sustained changes to responsibilities will be discussed openly between the postholder and their 
line manager, with the job description updated accordingly. 
 

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 
This post requires adherence to LSE's Ethics Code, which applies to all staff, students and 
governors. Postholders are expected to read and familiarise themselves with the Code, 
alongside the School's Effective Behaviours Framework, which outlines the six behaviours 
expected of all staff. Further information can be found here: 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
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