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The School 

 

King Edward’s School, Birmingham is one of the UK’s great schools.  Our shared belief in the 

transformative power of an accessible education in a young, ethnically diverse city, makes us 

an exciting and successful place to teach and learn.   

Founded in 1552 by Edward VI, King Edward’s School is the original school of the King Edward VI 

Foundation and has since then been a central institution in the city of Birmingham which it serves.  It 

is located on a stunning 50-acre site in Edgbaston, which it shares with King Edward VI High School 

for Girls (KEHS), and educates 860 day boys, aged 11 to 18.  

In recent years, the Chief Master and Governors have strengthened their commitment to King 

Edward’s School as a catalyst for social mobility, a place of academic excellence and a community 

whose strength derives from its social diversity and multi-cultural understanding. 

The School’s mission is to ensure we provide the best possible education for the brightest boys in 

Birmingham, whatever their background.  There is a strong belief in the power of education to 

transform lives and a commitment to a truly challenging, intellectual, rich and broad education.  The 

International Baccalaureate Diploma was introduced in September 2010 to enhance the intellectual 

life of the School and to provide an education appropriate to the challenges of the 21st century. 

As we emerge from the pandemic, the school is on the cusp of ambitious strategic development, in 

conjunction with the Foundation and KEHS. 

Academic life 

King Edward’s is an academic school and an intellectual school.  It is a school where the results are 

exceptionally good and where boys are clever and hardworking, full of character and originality, and 

are well respected by their peers.  Being an academic school means that everyone strives for the 

highest academic standards and performance. King Edward’s is recognised as the best academic 

school in the West Midlands and among the best nationally in public exams and university entry.  In 

2021, of the 123 students taking GCSEs, 45 students achieved 10 or 11 grades 9/8, and a further 21 

achieved nine grade 9/8.  Overall, the percentage of 9/8 grades attained was 73.8%, and 89.3% were 

9-7. For IB, the average points score was 40.3, seven points above the world average.  The School’s 

commitment to the IB is total: a challenging, rigorous and broad education has always been a 

hallmark of a KES education, and the IB equips boys superbly for the demands of university and the 

diversity of the world beyond. King Edward’s boys are very active in academic competitions in 

Mathematics, Science, public speaking and debating, and teams regularly win national competitions.  

Every pupil goes on to study at a world-class university, inluding an increasing number to the US. 
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Culture and sport 

Life outside the classroom is vitally important at King Edward’s.  It complements and supports the 

academic pursuits of the boys, making them more fulfilled, relaxed and rounded as well as developing 

essential qualities and experience: resilience, teamwork, commitment and leadership. 

There are a very wide range of expeditions and outdoor activities for younger boys and, each year, a 

large number of boys undertake the Duke of Edinburgh’s Gold Award; the CCF also thrives with RAF, 

Army and Navy sections.  In total, there are over 140 trips and expeditions annually for boys of all 

ages in term time and the holidays.  

Sport is central to life at the School and benefits from excellent facilities, indoors and out.  The School 

has extensive grass facilities and the use of three hockey astro pitches, one of which has a modern 

pavilion, opened in 2015, and a new athletics track in partnership with the University of Birmingham.  

A new £5m Sports Centre opened in May 2019.  We offer a great variety of sports, including water 

polo, fencing, table tennis and archery, in addition to rugby, hockey and cricket.  

Music is quite exceptional, and supported by a number of music scholarships.  Drama is likewise of 

outstanding quality.  There are three major concerts in the year, including one, biennially, in 

Birmingham’s Symphony Hall, and several dramatic productions.  There are also numerous 

opportunities for smaller ensemble playing and student-led drama performances.  The stunning 

Ruddock Performing Arts Centre is the focus for these activities and all activities and facilities are 

shared with KEHS.  Design and Art are central to the boys’ experience.  The Barber Institute, one of 

the country’s finest small collections, is across the road. 

 

 

 

 

 

 



 

The School 

 

 

Location, campus and buildings 

The School moved to its current site from the centre of Birmingham in the 1930s and the main school 

buildings, including Big School, date from that time. However, they have been significantly enhanced 

in recent years through the immense generosity of several alumni and other supporters of the School. 

The Sir Paul and Lady Ruddock Performing Arts Centre, opened in April 2012, provides a 400-seater 

hall for large-scale music performances, a drama studio, a professional-standard dance studio and 

many practice rooms. The Andrew Brode Wing, opened in September 2013, houses the Modern 

Languages department, well-equipped Science laboratories and a wonderful Sixth Form centre. There 

have been significant investments in specialist indoor and outdoor facilities for sport. 

There are more than 30 acres of playing fields, natural and artificial, immediately adjacent to the main 

School buildings, which are surrounded by the University botanical gardens, a lake and nature 

reserve. And yet, it is only a ten-minute bus ride from the cultural heart of the UK’s second city where 

you find Birmingham Symphony Hall and the Hippodrome, home of Birmingham Royal Ballet. 

King Edward’s benefits from a number of excellent transport links including multiple bus routes, cross- 

and inter-city train lines, and a newly extended cycle highway. Neighbouring suburbs, including 

Harborne, Bournville and Moseley, are attractive and affordable, though there are many other 

appealing residential areas in the region, both urban and rural, to suit all tastes, pockets and families. 

There are also many good primary and prep schools, with which King Edward’s has good links. 

 

The Foundation and its Schools 

The Schools of King Edward VI in Birmingham, more usually referred to as the King Edward VI 

Foundation, is one of the most significant educational charities in the UK, with the two independent 

schools, six outstanding selective grammar schools and four (soon to be five) comprehensive 

secondary academies.  The Foundation’s mission is to improve the life chances and educational 

experiences of more children in Birmingham, making Birmingham the best place to be educated in the 

UK. 

The Foundation supports a significant number of assisted places, and significant capital investments 

at the School have been funded by generous alumni and benefactors. 

The Foundation provides a number of services to King Edward’s School and is the legal employer of 

staff. 
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King Edward’s School (KES) is looking for its first Marketing and Admissions Officer. 

This full-time (37 hours a week) “term-time plus 15 days” role offers an opportunity to be an integral 

member of the External Relations team while maintaining flexibility in work-life balance.  

It’s a great time to join KES, as the school seeks to advance the exceptional and rounded educational 

opportunities it offers, building on its position as the West Midlands independent secondary school of 

the decade (Sunday Times 2021). There is ever-growing collaboration with King Edward VI High 

School for Girls (KEHS), with which it shares a beautiful 50-acre Edgbaston site, and KES is the only 

school to be designated one of the official training venues for the Birmingham 2022 Commonwealth 

Games.  

We’re looking for an enthusiastic team player, with great writing skills and a flair for producing 

engaging content for a variety of communications channels, including photo- and video-led content, an 

eye for detail, an aptitude for delivering the administrative functions of the Admissions process and a 

strong “people and service” ethic.  

Reporting to the KES Director of Admissions, but also working with other members of the wider KES / 

KEHS External Relations team who specialise in Marketing and Communications across both schools, 

the successful candidate will be someone who relishes working in a dynamic role.  

 

Terms and conditions 

Job title:   Admissions and Marketing Officer 

Role reports to:  Director of Admissions 

Hours:    Full-time (37 hours per week), term-time plus 15 days 

Salary:   Grade 6 £21,226 - £22,084 for hours shown above (FTE £25,154 - £26,171) 

Benefits include: Defined Contribution Pension Scheme, where the employer matches up to 8% 

when employee contributes 5%; school fee discount of up to 60% for KES and KEHS; free lunch in 

term-time; free access to gym, swimming pool and yoga sessions; and access to an Employee 

Assistance Programme offering free, 24-hour confidential assistance. See the Information for 

Candidates booklet for a full list of benefits.  
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Job Description  

Key responsibilities:  

1. Admissions processes 

 Supporting the Director of Admissions, deliver the administrative functions of the Admissions 

process throughout the year and around key events including the 11+ entrance exam, 11+ 

interviews 13+ exam, open days and open evenings, induction days and the admissions 

ceremony. A number of these events fall on Saturdays 

 Process applications and enter data about new and prospective pupils, making best use of 

admissions software and ensuring data protection 

 Act as a point of contact for prospective and new parents and feeder schools, including by 

providing tours of the school, distributing school information packs, arranging interviews with 

applicants, requesting and processing school references and dealing with general 

correspondence 

 Maintain a database of feeder schools 

 Ensure high standards of record keeping at all stages of the Admissions process 

 Monitor stock levels of Admissions-related marketing collateral 

 Contribute to research and data analysis in support of Admissions 

2. Marketing and communications 

 Supporting the Marketing and Communications team, contribute to school publications, such 

as newsletters (including e-newsletters), flyers, prospectuses, and other marketing collateral, 

including writing or sourcing content, proof reading and liaising with design agencies where 

necessary 

 Create and post engaging content for the school’s social media platforms, including Twitter, 

Facebook and Vimeo, in line with the school’s communications plans, and contribute ideas for 

how the school’s social media presence could be enhanced 

 Take photographs around school and contribute to the creation of video content for use in the 

school’s communications 

 Support the school’s media relations, including by researching and drafting content for press 

releases 

 Write content for the school website in line with an ongoing programme of webpage reviews to 

ensure content is always accurate, engaging and up to date 

 Support the scheduling, booking and production of adverts and KES entries in external 

publications (e.g. school directories) 
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Additional duties: 

The list above is not an exhaustive list of tasks that the role holder will be required to carry out but 

outlines the main duties.  Reasonable duties related to the job purpose may be required from time to 

time.  All staff are required to act in a professional, co-operative and flexible manner in line with the 

requirements of the post and the Staff Code of Conduct. 

Person Specification 

The following person specification indicates the skills and personal characteristics, qualifications, 
training and experience that are either essential or desirable in applicants. 

Skills and Abilities (tested at application and interview)  Essential  Desirable 

Ability to manage workload and prioritise tasks to meet deadlines, using 

initiative and being proactive  
✔  

Ability to work flexibly and support the work of others as required ✔  

Strong communications skills, both written and verbal, including the ability 

to vary content to suit different audiences and channels 
✔  

Proficient proofreading skills, meticulous attention to detail and accuracy ✔  

Excellent customer service skiills, with a “people and service” ethic ✔  

 

Knowledge and Experience (tested at application)  Essential  Desirable 

Experience of creating and writing content for online social media 

platforms, websites and/or publications 
✔  

Experience of taking photos and using photo-editing software 

 

 ✔ 

Experience of producing video content and using video-editing software  ✔ 

Proficient in the Microsoft Office suite  ✔  

Experience of organising events  ✔ 

Experience of delivering administrative tasks, including fielding enquiries, 
preparing correspondence, data inputting and record keeping 

✔  

Experience of working within an education environment   ✔ 
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Attitudes (tested at interview)  Essential  Desirabl
e 

A creative thinker with a proactive attitude and ability to use own initiative  ✔  

Friendly and articulate  ✔  

Diplomatic, discreet and able to maintain strict confidentiality  ✔  

A positive attitude towards education and young people  ✔  

An understanding of safeguarding principles and practice  ✔  

An understanding of the aims and ethos of independent education   ✔ 
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How to apply 

To apply for this role, please forward a completed application form (available for download at 

www.kes.org.uk/about-us/vacancies) and a covering letter addressed to Zoe Robinson, Bursar by 

email to: recruitment@kes.org.uk. 

 

The deadline for applications is Wednesday 25th May 2022 at midday. 

 

First round interviews will provisionally take place w/c 6th June 2022. 

 

If you have any queries about the role or would like to discuss it in more detail, please contact Jo 

Bullock, Director of External Relations jbullock@kes.bham.sch.uk 

 

 
 

 

King Edward’s School is committed to safeguarding and promoting the welfare of children and young people and 
expects all staff and volunteers to share this commitment.  Applicants invited to interview will be required to 
provide proof of identity, preferably a birth certificate, although where this is not available we will accept other 
forms of ID.  Successful candidates will be required to undergo an enhanced DBS check and other pre-
employment checks.  A copy of the School’s Recruitment, Selection and Disclosure Policy is available on the 
website www.kes.org.uk.  
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