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Job Description – October 2018  

Job Title:    Learning Administrator             Grade:   B 

 

Department:   Schools and Family Learning  

 

Reporting to:   Head of Schools and Family Learning    

 

Head of Department:        Head of Schools and Family Learning    

 

Introduction to working at St Paul’s Cathedral 

St Paul’s draws together a very diverse set of activities, projections and aspirations.  It is 

the Cathedral of the Diocese of London and the seat of its Bishop, a national church and 

an international spiritual focus, a space for worship and holiness, a place of debate and 

challenge, an icon of resilience in the face of adversity, an architectural heritage centre, a 

partner in the City of London, and a commercial enterprise.  In addition to holding four 

services every day (five on Sundays), St Paul’s is open for sight-seeing six days a week, and 

last year welcomed over 800,000 paying visitors.  

 

Our Vision 

 St Paul’s Cathedral seeks to enable people in all their diversity to encounter the 

transforming presence of God in Jesus Christ. 

 As a community of worshippers, staff and volunteers we work with care and 

imagination to be a centre for welcome, worship and learning which inspires 

successive generations to engage with the richness of the Christian faith and its 

heritage. 

 We aim to do this with confidence, compassion and creativity, promoting dignity 

and justice for everyone. 

 We work with the Bishop and Diocese of London and the wider church, as a 

spiritual focus for London, the nation and the world. 

Our Values 

 Love, joy, peace, patience, kindness, generosity, faithfulness, gentleness and self-

control; 

 To uphold integrity, honesty and openness in what we do; 

 To aim for the highest possible standards in everything we do, acknowledging that 

we cannot do everything; 

 To make our operations as just and as sustainable as we can; 

 To foster and encourage diversity, being inclusive and challenging to ourselves as 

well as others. 
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Purpose of the Job 

To provide administrative support and be part of the Schools & Family Learning 

Department, consisting of the Head of Department, Learning Coordinators and 

volunteers who are responsible for delivering a world-class, cross curricular educational 

service at the Cathedral for UK schools, that is closely linked to the National Curriculum. 

The department also offers events and activities for families and community groups. 

 

The Schools & Family Learning Department contributes to the mission of the Cathedral, 

enabling pupils and students to develop their understanding of the Cathedral’s history, 

their knowledge and understanding of the Christian faith and the role of the Cathedral 

within the church and society. 

 

The Canon Chancellor is the Chapter member with responsibility for this area of work.   

 

Main Duties:  

To work with the Head of Schools & Family Learning and Learning Coordinators in 

continuing to develop the service offered to schools, families and community groups at St 

Paul’s Cathedral by: 

 

 Liaising with teachers/visit organisers of client schools 

 Administration of bookings; daily maintenance of the departmental diary and on-

line booking system 

 Representing the department at the weekly diary meeting and other meetings, as 

required from time to time 

 Liaising with volunteers about schedules/availability etc. 

 General record keeping 

 Assisting the Head of Schools & Family Learning with general administrative duties 

as and when required 

 Liaising with the Finance Department with regard to the invoicing of client schools 

 Assisting with the administration of the Family Learning Programme as required 

from time to time 

 Maintaining the department’s database of both client schools and potential school 

contacts 

 Devising, adapting and maintaining spreadsheets for statistical purposes, as 

required and the keeping of accurate, up to date visit statistics 

 In-house printing/production of resources as devised by the schools team 

 Preparation and sending of promotional mail shots to schools and other agencies 

as required 

 General filing duties 

 Meeting and greeting of visiting teachers/school groups  and others, as required 

from time to time ensuring that they are escorted to the Schools Department or 

specified destination on site 

 From time to time, working with the Marketing, Press and Communications team 

to ensure that the website is kept up-to-date 
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In addition, all members of the department are expected to maintain a flexible approach 

to work by undertaking any other reasonable work requests to ensure the department 

can meet its objectives, and to carry out any other appropriate duties that the line 

manager, senior management or Chapter may request occasionally.  

 

Safeguarding Principles 

St Paul’s Cathedral is committed to: 

 The care, nurture of, and respectful pastoral ministry with, all children, young 

people and all adults; 

 The safeguarding and protection of all children, young people and all adults; 

 The establishing of safe, caring communities which provide a loving environment 

where victims of abuse can report or disclose abuse and where they can find 

support and best practice that contributes to the prevention of abuse. 

To this end: 

 We will carefully select, support and train all those with any responsibility within 

the Church, in line with the principles of Safer Recruitment. We will respond 

without delay to every complaint made, that any adult, child or young person may 

have been harmed, cooperating with the police and local authority in any 

investigation. 

 We will seek to offer informed pastoral care and support to anyone who has 

suffered abuse, developing with them an appropriate ministry that recognises the 

importance of understanding the needs of those who have been abused, including 

their feelings of alienation and / or isolation. 

 We will seek to protect survivors of abuse from the possibility of further harm 

and abuse. 

 We will seek to challenge any abuse of power, especially by anyone in a position of 

respect and responsibility, where they are trusted by others. 

 We will seek to offer pastoral care and support, including supervision, and referral 

to the appropriate authorities, to any member of our Church community known 

to have offended against a child, young person or adult who is vulnerable. 

 

In all these principles we will follow legislation, guidance and recognised good practice. 

 

The job description is an operational document that does not form part of your contract of 

employment.  It may be that from time to time you are expected to perform tasks that may not 

be expressly in the job description but are nonetheless necessary in the day to day performance 

of your duties. St Paul's Cathedral reserves the right to amend the job description as may from 

time to time be necessary to meet the changing needs of the organisation. 
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Person Specification 

Essential 

 Relevant administrative experience, including experience of working with an on-

line booking system 

 Excellent IT skills, including Microsoft Office 

 Highly effective interpersonal and communication skills, both written and oral, 

including a friendly and polite telephone manner 

 Proven ability to prioritise and manage time effectively 

 Good organisational and analytical skills 

 Effective decision making skills 

 Ability to remain calm and work under pressure 

 A willingness to work collaboratively within the department and across 

departments and maintain good working relationships with others 

 Reliability, patience and an eye for detail 

 

Desirable 

 An understanding of the UK education system and the national curriculum 

 

Each member of the staff of the Schools and Family Learning Department is required to 

familiarise himself/herself with and to comply in all respects with the Chapter's 

Safeguarding policies and to successfully complete mandatory training. 

 

The successful candidate will understand, and in their work support, the Christian aims 

and mission of St Paul’s Cathedral. 

 

 

Main Terms of Employment 

 

Salary £19,405 - £20,427 per annum for a 0.8462 contract 

(£22,932 - £24,140 per annum Full Time Equivalent) 

 

Hours of Work                     35 hours per week, Monday – Friday (8.30am - 4.30pm)       

                                            worked term-time only over a 44 week year. 

 

References and DBS Appointment is subject to two satisfactory references and 

an Enhanced Disclosure from the Disclosure and Barring 

Service. 

 

Probationary period 3 months. 

 

Life Assurance A Life Cover scheme is in operation. 

 

Pension The Cathedral has a Group Personal Pension Scheme, with 

employer and employee contributions.  
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Holiday 25 days per annum plus eight statutory holidays pro rata 

for the term time role. The role holder will be required to 

take holiday during the half term breaks and any bank 

holidays that fall during term time on their working days. 

The Christmas, Easter and Summer holidays are not 

included in the 44 week working year and are not paid.  

 

In order to apply, please visit www.cofepathways.org     
 

The closing date for applications is Sunday 21st October 2018.  

 

Interviews will take place on Monday 29th October 2018.  

 

http://www.cofepathways.org/

