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Lindsworth School, Monyhull Hall Road, Kings Norton, Birmingham B30 3QA

Website: www.lindsworth.co.uk

This school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. An enhanced DBS check is required for all successful applicants. Successful applicants will need to provide evidence of their Identity and Right to Work in the UK
PERSON SPECIFICATION
​​​​​​​​​​​​__________________​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​___________________________________________​​​​​​______________

JOB TITLE:  School Administrator

SCHOOL:
Lindsworth School

GRADE:
Grade 3 Point 9-22
HOURS OF WORK (TERM TIME ONLY):  20 hours per week (Monday–Friday – 9.30am–1.30pm)
___________________________________________________________________________________

The successful candidate will need to provide evidence of experience and knowledge in the following areas which will be assessed through application form and interview.

M.O.A. = Method of Assessment   AF = Application   I = Interview    R = References

	CRITERIA
	ESSENTIAL/*DESIRABLE
	M.O.A.

	KNOWLEDGE AND EXPERIENCE

(Relevant work and other experience)
	Substantial experience of working in an office environment

Experience of working in a school office

Experience of completing a school Census

Experience of working in a busy reception

Experience of a wide range of administrative functions


	AF/I/R
AF/I/R

AF/I/R

AF/I/R

AF/I/R

	SKILLS AND ABILITIES
(e.g., Written communication skills, dealing with the public)
	A good working knowledge of Microsoft office (Word and Excel)
Desirable – a knowledge of Bromcom or other Schools Management Information Systems
Desirable - ability to take accurate minutes of meetings
Ability to prioritise workload and cope with conflicting demands, deadlines and interruptions and be able to work methodically under pressure

Ability to meet the physical demands of the post

A good knowledge of school policies and procedures

Good verbal and written communication skills

An ability to fulfil all spoken aspects of the role with confidence using the English Language as required by Part 7 of the Immigration Act 2016 and be able to converse at ease with parents, pupils, colleagues and members of the public

Excellent interpersonal skills 

Good organisational skills

Ability to work independently and as part of a team 


	AF/I/R
AF

AF

AF

AF/I

AF/I

AF

I

I

AF/I

AF



	TRAINING
	Interest in own personal development and willingness to undertake further training


	AF

	EDUCATION/

QUALIFICATIONS

NB: Full regard must be paid to overseas qualifications
	A GCSE qualification, or equivalent, at Grade C and above in English and Mathematics 

Desirable: Word Processing RSA 11 or equivalent
	AF
AF

	OTHER
	Knowledge and understanding of a range of special needs that impact on behaviour

Self-motivation

Ability to maintain confidentiality

Flexibility
Enhanced DBS check



	CONTRA INDICATION

	


NB: references will be used to support the selection panel’s assessment. If the applicant is shortlisted, any relevant issues arising from references will be taken up at interview. 
As part of our safeguarding procedures, an online search will be carried out on all shortlisted candidates. Any incidents or issues identified from the search will be explored with the applicant at interview. 

In addition to the candidates’ ability to perform the duties of the post, the interview process will also explore issues relating to safeguarding and promoting the welfare of children including;

· Commitment to safeguarding pupils

· Motivation to work with children and young people

· Ability to form and maintain appropriate relationships and personal boundaries with children and young people

· Emotional resilience in working with challenging behaviours

· Attitudes to use of authority and maintaining discipline
ALL STAFF ARE EXPECTED TO BE COMMITTED TO THE CITY COUNCIL’S EQUAL OPPORTUNITIES POLICY
COMPILED BY:   Kate Beale, Headteacher

 DATE:   June 2025

