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Hope School, 251 Hartsbourne Avenue, Liverpool, L25 2RY 
Telephone: 0151 363 3130 – Email: ao@hope-school.co.uk 
www.hopeschool-liverpool.co.uk 

Administration Assistant Person Specification

	PERSON SPECIFICATION 
 
	
	
	

	Qualifications 

	Essential 
	Desirable 
	

	Minimum of 5 GCSEs at Grade C or above, including English and Maths, or equivalent
	X
	
	A*

	Relevant office based qualification
	
	X
	A

	First aid training (or willingness to complete it)
	X
	
	A/I*

	Food Hygiene (or willingness to complete it)
	X
	
	A/I*

	Clean driving licence

	
	X
	A

	Skills, Knowledge & Experience

	Essential 
	Desirable 
	

	Carrying out administrative tasks
	X
	
	A/I/R

	Commitment to safeguarding and equality
	X
	
	

	Dealing with face-to-face and telephone interactions
	X
	
	A

	Working with children or young people
	X
	
	A/I/R

	Working and collaborating within a team
	X
	
	A/I/R

	Experience of working in a school setting
	
	X
	A/I/R

	Good oral and written communications skill
	X
	
	A/I/R

	Ability to plan, organise and prioritise to meet deadlines
	X
	
	A/I

	Ability to use IT packages including word processing and spreadsheets
	X
	
	A/I

	Ability to use information management systems and other software packages
	
	X
	A/I

	Understanding of data protection and confidentiality

	X
	
	A/I

	Personal and Professional Attributes

	Essential 
	Desirable 
	

	Ability to work independently and as part of a team
	X
	
	A/I/R

	Organisational skills
	X
	
	A/I/R

	Flexible approach to working
	X
	
	A/I/R

	Reliable, punctual, and takes pride in their work
	X
	
	A/I/R

	Calm and practical approach to problem solving
	X
	
	A/I/R

	Ability to work quickly and accurately
	X
	
	A/I/R

	Self-motivated and hardworking
	X
	
	A/I/R

	Ability to prioritise workload
	X
	
	A/I/R

	Excellent communication skills and ability to communicate with employees at all levels

	X
	
	A/I/R

	Values

	Essential 
	Desirable 
	

	Able to demonstrate a “can do” attitude
	X
	
	A/R

	Be enthusiastic, innovative and forward thinking
	x
	
	A/R

	Discreet and professional and able to maintain confidential information
	x
	
	A/R

	Tact and diplomacy 
	x 
	 
	A/R

	Solution focussed 
	x 
	 
	A/R



*Original copies of certificates will be required prior to appointment. 
 
A – Application
I – Interview
R- Reference 
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