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ADVERT
School Administrator Grade 3/B
Salary: 26,409 – 32,654, starting scale point 9.
Full time – 36.5 hours plus bank hours per week, term-time.

START DATE TBC 
Anderton Park Primary School

Dennis Road

Birmingham

B12 8BL

Website: www.andertonparkschool.org
E-mail: job.applications@anderton.bham.sch.uk
We are seeking a dedicated and highly organised School Administrator with a genuine passion for working within an educational environment, a team player with a caring, equality-driven and positive ethos that reflects our school values. You will work collaboratively with senior leaders and other professionals to support the smooth running of our school.

This is a pivotal role requiring a calm, adaptable and organised approach. Previous experience in a school or similar environment is essential. Strong communication and organisational skills are key, along with the ability to deliver high-quality work to deadlines and support the Senior Leadership Team. As the school’s first point of contact, you will provide a professional welcome to parents, pupils, staff and visitors, manage calls and emails, and ensure all enquiries are handled promptly and accurately.

A significant part of this role will involve managing the administration of pupil admissions. You will oversee the entire admissions process, ensuring compliance with statutory requirements and school policies, maintaining accurate records, and liaising closely with parents, the Senior Leadership Team, the Governing Body and external agencies where required.
Applicants should hold at least a GCSE pass in English Language and Mathematics and demonstrate proven experience in administrative work. This includes proficiency in word processing, Excel spreadsheets, database management, telephone and reception duties, school diary coordination, timetable management, and whole-school communication via email and the school website. Experience with SIMS is essential. You will represent the school professionally at all times, maintain strict confidentiality, and manage multiple priorities effectively while meeting deadlines.

Please note: Birmingham City Council are currently reviewing all Administrative Job Descriptions and Person Specification.  The JD provided is currently in draft, however, the fundamental key responsibilities of this role still apply.
Closing date: Friday 30th January 2026, 4:00pm prompt.
Shortlisting: Friday 6th February 2026. If you do not hear a response to your application by 10th February 2026, please assume on this occasion you have not been successful.
Interviews will be held on Wednesday 25th February 2026. 
We have two dates, times available to give you the opportunity to visit the school, please call the school office to arrange this: Monday 26th Feb, 8:30am or Wednesday 28th Feb, 3:30pm. 
Application forms, job description and person specification are available from the school website - http://www.andertonparkschool.org under Job Vacancies.
Completed applications should be returned and addressed via email to Ravinder Kaur, Senior Office Manager,  job.applications@anderton.bham.sch.uk
This post is covered by Part 7 of the Immigration Act (2016) and therefore the ability to speak fluent and spoken English is an essential requirement for this role.
