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

Website: www.lindsworth.co.uk

KB/VW

June 2025
JOB TITLE:
School Administrator

SCHOOL:
Lindsworth School

GRADE:
Grade 3 point 9-22 

SALARY (FULL TIME EQUIVALENT):  £26,409 to £32,654



subject to formal evaluation under the Pay Equity Review 

ACTUAL SALARY (20 HOURS TTO): 
£12,705 to £15,709 
HOURS OF WORK:  20 hours per week - term time only (Monday – Friday – 9.30am–1.30pm)
Please find attached an Application Form and Guidance Notes, a Recruitment Monitoring Form, a Job Description and a Person Specification for the position of School Administrator at Lindsworth School. Also attached is a copy of our Safeguarding and Child Protection Policy and a copy of our Recruitment of Ex-Offenders and DBS Policy.
Please return the completed form to Vanessa Wilson, H.R Manager, via email at recruitment@lindsworth.bham.sch.uk.
Only those candidates who fulfill the Person Specification and meet all the criteria will be shortlisted. 
Details of referees must be included as references of shortlisted candidates will be requested prior to the interview and we may approach previous employers for information to verify experience or qualifications. Referees may be asked for further information, and any apparent discrepancies may be taken up with the applicant at interview. One referee should be your current or most recent employer. If you are not currently working with children and have done so in the past, it is important that you list a referee by whom you were most recently employed in working with children. References will not be accepted from relatives or from people writing solely in the capacity of friends. 
If you are currently working with children, on either a paid or voluntary basis, your employer will be asked about disciplinary offences relating to children, including any for which the penalty is time expired (that is where a warning could no longer be taken into account in any new disciplinary hearing for example) and whether you have been the subject of any child protection concerns, and if so, the outcome of any enquiry or disciplinary procedure.  If you are not currently working with children but have done so in the past, that previous employer will be asked about those issues.

The Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 does not allow applicants who work with children to withhold information about any convictions, cautions, warnings, reprimands, or bind-overs. All convictions, cautions, warnings, reprimands, and bind-overs, including those regarded as ‘spent’ must be declared. When returning your form, please include a signed statement that you are not on List 99, disqualified from work with children, or subject to sanctions imposed by a regulatory body and have no convictions, cautions, warnings, reprimands, or bind-overs, or attach details of your record in a sealed envelope marked confidential.  

The post is exempt from the Rehabilitation of Offenders Act and therefore convictions are never spent and are only removed from a DBS Disclosure in exceptional circumstances. 
Please ensure that your application form includes any academic and/or vocational qualifications you have obtained that are relevant to the position with details of the awarding body and date of the award. You should also include a full works history, in chronological order, since leaving secondary education, including periods of any post-secondary education or training, and part-time and voluntary work as well as full-time employment, with start and end dates, explanations for periods not in employment, education or training, and reasons for leaving employment.  For safeguarding purposes, it is essential that all gaps in your employment history are fully accounted for.
The successful applicant will be required to provide a DBS Disclosure at the appropriate level for the post. Please note that providing false information is an offence and could result in the application being rejected, or summary dismissal if you have been selected, and possible referral to the police.
Applicants are encouraged to make an informal visit prior to applying. Please email Vanessa Wilson at recruitment@lindsworth.bham.sch.uk to arrange a convenient time.

Closing Date: 12.30pm on Friday, 27 June 2025
Please submit all completed applications to  
recruitment@lindsworth.bham.sch.uk 

Applicants completing an online application form must also submit a signed copy of their application either at the point of being called for interview or as soon as possible after the closing date. 

We reserve the right to close vacancies early if we receive sufficient applications for the roles. Therefore, if you are interested, please submit your application as soon as possible.
Shortlisted applicants will be contacted by Wednesday, 2 July 2025. If you have not heard from the school by this date, then please presume that your application has been unsuccessful.

As part of our safeguarding procedures and due diligence, an online search will be carried out on all shortlisted applicants. Any incidents or issues identified from the search will be explored with the applicant at interview. 

Rehabilitation of offenders: this post is exempt from the Rehabilitation of Offenders Act 1974 and the amendments to the Exceptions Order 1975, 2013 and 2020. This means that when applying for certain jobs and activities certain spent convictions and cautions are ‘protected,’ so they do not need to be disclosed to employers, and if they are disclosed, employers cannot take them into account. 
Further information about filtering offences can be found in the DBS filtering guide (https://www.gov.uk/government/collections/dbs-filtering-guidance). 
Lindsworth School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

Yours sincerely
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Vanessa Wilson

H.R Manager
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