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The School 

 

King Edward’s School, Birmingham was founded by Royal Charter in 1552 and is one of the 

most successful boys’ schools in this country. It is an independent HMC day school with 880 

boys aged 11-18. 

In 1936 the School moved from the centre of Birmingham to its present 50-acre site. The School is 

immensely fortunate in that site: it is close to the University of Birmingham and is surrounded by 

playing fields, a golf course, lake and nature reserve, and yet is only 10 minutes by road from the 

centre of the city. The facilities for teaching, music, drama and sport are exceptional.  

The School shares the campus with King Edward VI High School for Girls and collaborates with 

KEHS in a number of ways, particularly through music and drama. The city of Birmingham has also 

been transformed in the past two decades and now offers a lively cultural and social life with many 

further development projects in the pipeline.  

The School is the founding father of the King Edward’s Foundation which has control over nine 

schools in the city, the two independent schools, six grammar schools – Aston, Camp Hill Boys, 

Camp Hill Girls, Five Ways, Handsworth Girls and Handsworth Boys – and one non-selective 

academy, King Edward VI Sheldon Heath Academy. The schools in the Foundation work together in a 

variety of ways and the Foundation itself has the promotion of social mobility in the city at the heart of 

its strategy. 
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Accessibility 
 
The School has always enjoyed the reputation 
of being the leading school of Birmingham, 
and it attracts pupils from a very diverse range 
of backgrounds and from over 100 junior 
schools across the city and beyond. The 
School is very conscious of its responsibility to 
be accessible to able pupils of all 
backgrounds. There is an extensive Assisted 
Places Scheme for pupils whose parents could 
not afford the fees: almost 40% of the pupils 
have some form of financial support and 10% 
of boys are here for free.   
 
The Development Office, set up in 2008, has 
already raised over £10m for Assisted Places 
and 100 boys are now being educated here 
from these funds. The Foundation and the 
School spend £2m each year on this purpose. 
This commitment is also reflected in the scale 
of the School’s Outreach activities: we 
collaborate with over 200 junior schools and 
the School won the TES Award for ‘Best 
Independent-Maintained School Collaboration’ 
in 2015.  
 

Academic life 
 
The School has also undertaken two other 
strategic developments in recent times. In 
September 2010 A-levels were replaced 
entirely and at one moment with the 
International Baccalaureate (IB) Diploma.   
The purpose of this change was to provide an 
education in the Sixth Form which is more 
intellectually challenging and, ultimately, a 
better preparation for university and life 
beyond. The School has received six sets of 
exam results thus far and the outcome has 
been very successful: 21 boys have achieved 
45 points in five years. In 2017, 54% of boys 
scored 40 points or above, the average points 
score was 39.1 and 11 boys accepted places 
at Oxford and Cambridge. The IB Diploma has 
regenerated the intellectual tenor of the School 
and that is reflected in many areas of school 
life. The School was proud to receive The 
Sunday Times Award for IB School of the Year 
in 2015. 

 
Academic standards in the School are 
extremely high. All boys study a broad core 
curriculum up to the end of Year 11, choosing 
ten GCSE subjects and all boys take the IB 
Diploma in the Sixth Form, studying six 
subjects. Exam results are very strong: in 
2017, 70% of GCSEs were passed at A* and 
90% were passed at A*/A. 34 boys out of a 
year group of 121 achieved 10 A*s and 75 
boys achieved only A*s and As. 

 
Facilities 
 
The second development is in facilities and 
that programme has four phases, of which 
three are complete. The Sir Paul and Lady 
Ruddock Performing Arts Centre, a facility 
which is shared with KEHS, was completed in 
April 2012 and was part-funded by Sir Paul 
Ruddock, a former pupil. It comprises a  
400-seater concert hall, drama studio and 
facilities for the teaching of music. This 
building has transformed the quality of 
experience in the School, not only in music 
and drama, but also in lectures and community 
events. The second phase, completed for 
September 2013, has created new facilities for 
science and Modern Languages, and a new 
Sixth Form Centre. This project was made 
possible by a £2.5m donation from a former 
pupil. The third phase has been a new £2.5m 
hockey pavilion and astro pitch. The final 
phase will see a new sports hall, gym and 
additional indoor recreational space and will be 
completed in Autumn 2018.  
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Extra-curricular life 
 
In order to pursue our aims, it is vital that there 
is a very rich experience for the boys inside 
and outside the classroom. The School is very 
active in academic competitions in Maths and 
sciences and the School’s junior and senior 
Schools’ Challenge Teams have enjoyed 
national success. Music and Drama are 
exceptional with one major dramatic 
production and three major concerts in the 
year, including one in Birmingham’s Symphony 
Hall. Pupils often become members of the 
National Youth Orchestra. Sport is very 
diverse and successful, with 18 different sports 
and major fixture lists in rugby, hockey, cricket 
and athletics. The School is currently 
successful at national level in water polo, 
badminton and hockey. There are many 
societies, including Debating, Living History, 
Model United Nations, History, Warhammer. 
 
There is a very wide range of expeditions and 
outdoor activities for younger boys. Over 20 
boys each year undertake the Gold Duke of 
Edinburgh’s Award and the Combined Cadet 
Force thrives with Army, Navy and Royal Air 
Force sections. In total, there are over 140 
trips and expeditions each year and visits for 
boys of all ages both in term-time and out. The 
diversity of all this activity is helped by Friday 
afternoon activities: there is no academic 
timetable after lunch on Friday and boys have 
the chance to take on many different activities 
during this time.  
 
 
 

 

Pastoral Care 
 
Beyond all this, the School is a very friendly 
place both for pupils and staff: boys feel cared 
for and relations between the boys, and 
between staff and pupils, are strong. The 
pastoral system is centred upon the Form 
Tutor and almost every member of staff is 
involved. The house system is important, too, 
providing links between boys of different ages, 
and competition in a wide range of activities, 
including many sports, music and debating. 
The staff is a happy and vibrant community, 
immensely committed to the well-being of  
the boys. 

In 2013, the School conducted a survey of the 
parents to evaluate their judgement of the 
School. It showed that the School was in the 
top three of all the schools surveyed by 
RSAcademics for parental satisfaction. 
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Music Administrator 
 

 

  

 

 

The Vacancy 

Music is strong at King Edward’s School (KES), in the classroom and beyond. A close partnership with 
King Edward VI High School for Girls (KEHS) makes possible work of large scale and high ambition. 
The 98-strong KES/KEHS Symphony Orchestra regularly programmes major works of the symphonic 
repertoire. A fifth of the school sings with KES Choir, 160 at last count, and more still sing with the 
KES/KEHS Choral Society. There are eight major weekly-rehearsing ensembles, as well as wind and 
swing bands, and numerous string quartets, piano trios, and wind and piano quintets. There are three 
full-time staff in the department, who both teach classroom music and deliver extra-curricular music.  

 
We give about 30 public concerts each year, and 5000 people hear us play. Our main performance 
venue is our own Ruddock Hall, a 450-seat concert hall with Steinway model ‘D’ and superb acoustics. 
We regularly work in Birmingham Cathedral and Symphony Hall, Birmingham. 

 
The Music Administrator reports to the Director of Music. They will also co-operate with the Second 
Master, the Director of Music at KEHS, the Executive Assistant to the Chief Master, and staff of the 
Ruddock Hall. 

 
The role is a part time term time only position from 1st September 2018. The successful candidate will 
work 28.75 hours per week, 5 days a week plus 6 days in the holidays. Some flexibility is expected, 
and time off in lieu will be offered. The position has been evaluated at Grade 3, SCP 6 on the Support 
Staff salary scale, which equates to an actual salary of £11,755 per annum. 

 

Job Description 

The Music Administrator will report to the Director of Music. 

Working with music department staff 
 
The Music Administrator will be required to: 
 

 act as the department’s first point of contact for boys, staff, parents, and members of the 
public;  

 be available to the boys during their breaks and lunchtimes, be part of the department’s 
safeguarding responsibilities, and uphold the school’s policies and practices; 

 maintain records of boys’ musical activities; 

 keep the department’s diary, booking rooms, and checking department events against 
whole-school KES and KEHS plans and the Chief Master’s diary; 

 produce reminders and registers for weekly-rehearsing groups, and track attendance; book 
porters and occasionally assist with rehearsal and concert set-up; timetable and book 
rooms for regular and extraordinary rehearsals; 

 oversee the administration of department concerts and recitals;  

 assist in the administration of academic coursework; 

 produce departmental correspondence, posters, programmes, displays, and publicity; 
maintain a contacts’ list and work with partner organisations (National Youth and Children’s 
orchestras, CBSO, Universities, for example); 

 oversee and catalogue music library and archives (digital and print), library of choral and 
orchestral sets, and be responsible for mass reproduction of scores and parts; 
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 register, track, and oversee the maintenance of the department’s instruments (tuning, 
spares, and repairs); oversee their loan to boys and their external hire; 

 assist with budgets, and, in conjunction with the finance department, be responsible for 
purchasing and the payment of invoices, and, occasionally, concert ticketing; 

 assist in the general maintenance of a tidy and well-ordered department, and; 

 administer trips, residential courses, and concerts in external venues. 
 

 
Working with visiting music teachers 
 
There are 20 visiting instrumental staff, delivering 200 weekly lessons. The Music Administrator will be 
required to: 

 
 work with the Director of Music in the allocation of new students to existing teachers; 

 help the visiting teachers to communicate with pupils, parents, and staff; 

 inform visiting music teachers about school and department events, dates, and help 
involve them in the life of the school; 

 liaise with the Executive Assistant to the Chief Master and HR to ensure that records are 
correct and compliance checks are up-to-date; 

 organise and publish teaching timetables for the visiting teachers; 

 maintain registers for pupils’ attendance; 

 book rooms for lessons, and; 

 in collaboration with music administrator at KEHS, administer, timetable, and steward 
ABRSM examination. 
 

The role may require some element of manual handling and may, on rare occasions, involve the post 
holder having to work paid overtime. This will be agreed in advance with the Director of Music. 
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Person Specification – Music Administrator  

The following person specification indicates those areas of skills and personal characteristics, 
qualifications, training and experience that are either essential or desirable in the candidates being 
interviewed. 
 

Skills and Abilities (tested in skills test, application and interview) Essential Desirable 

Attention to detail   

A highly organised and meticulous approach to administration  
 

Accuracy in written communication and presentation, with the ability to 
check, proof, and correct the work of others 

  

Ability to oversee the administration of several major projects at once, and 
be proactive in ensuring their smooth and successful delivery 

  

The ability to represent King Edward’s School confidently and professionally 
to the public, to colleagues, and to boys 

  

 

Knowledge and Experience (tested in skills test, application and interview) Essential Desirable 

Experience of managing data 
 

 

ICT skills including knowledge of Microsoft Office and email systems   

Good general knowledge of music   

Experience of administration in the education sector   

 

Qualifications (tested at application and in skills test) Essential Desirable 

Good level of general education including GCSE English at Grade B or 
equivalent 

  

 

Attitudes (tested at interview) Essential Desirable 

A positive attitude towards education and young people   

Ability to keep calm under pressure when necessary   

An understanding of safeguarding principles and practice   

Ability to respect and maintain confidentiality   
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Our Values  

 

 

Our Purpose 

 

To educate and inspire boys from our region so that they can take on the challenges of the world and lead 

lives of significant contribution and fulfilment. 

 

Our Promise 

 

To inspire our boys to achieve more than they imagined possible through the quality of the ethos, learning 

and care we provide. 

 

Our Vision 

 

A school at the forefront of international education, enabling bright boys from any background to become 

inspirational young men for Birmingham and the world.  

 

We will challenge each other to think beyond the conventional and create the best environment for our 
boys to develop the qualities they need, so that they can become: 

 

 
Inspiring 

 
Curious 

 
Adaptable 

 
Generous 

 

Energising influencers, 
who are active and 
creative, and help others 
to become more 
confident.  

True learners, who have 
a love of learning for its 
own sake, ask the right 
questions, and are 
thoughtful and reflective.  

Future leaders, who 
understand how the 
world is changing, excel 
in any situation and are 
resourceful and resilient.  

Gentlemen, who value 
other people’s 
contributions, and are 
open and respectful.  

 

Our boys will develop these qualities through being part of a community that values: 
 

 

Optimism Courage Trust 

We believe in best intentions and 
always act in each boy’s best 
interests, helping him grow in the 
best way for him. We are forward 
looking and encourage each 
other to strive for and expect the 
best outcomes.  

We are brave in thought and 
action, and learn from both 
success and failure. We capitalise 
on imaginative and innovative 
approaches.  

We are committed to honesty and 
mutual respect and understand 
that our success depends on 
positive contributions from all 
members of our community.   

 

The contribution we can all make to the School in building ‘inspirational young men’  
by ‘thinking beyond’ 

 

Leaders… Staff… Boys… Parents… 

Who ensure that the 
School is ambitious and 
at the forefront of 
educational thinking, 
and who understand 
how to secure its future.  

Who find the true 
potential in every boy, 
encourage the boys and 
each other to go further, 
and are open and 
honest in words and 
actions.  

Who love to learn, 
question and take part, 
want to make a 
difference, and value 
friendship and kindness.  

Who encourage their 
son to develop his skills, 
to try new things and 
broaden his vision, 
provide a positive 
environment for 
learning, and support 
the school’s ethos.  
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How to apply 
 
To apply for this role, forward a completed application form (available for download at 
www.kes.org.uk/jobs) and a covering letter addressed to Dr. Martin Leigh, Director of Music by email 
to: recruitment@kes.org.uk. 
 
The deadline for applications is Monday 11 June 2018 (noon). 
 
Interviews will take place on Tuesday 19 June 2018. 
 
If you have any queries about the role or would like to discuss it in more detail, please contact Dr. 
Martin Leigh, Director of Music, by email: music@kes.org.uk.  
 
 

King Edward's School is committed to safeguarding and promoting the welfare of children and young people and expect all staff 
and volunteers to share this commitment. All successful candidates will be required to undergo an enhanced DBS check. A 
copy of the School’s Recruitment, Selection and Disclosure Policy is available on the School website.  

 
 
 
King Edward’s School, Edgbaston Park Road, Birmingham, B15 2UA 
 
Registered Charity No. 529051 
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