
 

 

Hope Community Academy 

Administra*ve Assistant 

Job Applica+on 

Applicant Informa/on 

Full Name:  
Date of Birth (MM/DD/YYYY):  
Address:  
City, State, ZIP:  
Phone Number:  
Email Address:  

Posi/on Details 

PosiDon Applied For: Administra/ve Assistant 
Date Available to Start:  
Desired Salary:  

Educa/on 

School Name LocaDon Years AIended Degree/Diploma 
    
    

Work Experience 

Company Name PosiDon Held Dates Employed ResponsibiliDes 
    
    

Professional References 

Name RelaDonship Company Phone Email 
     
     



Faith & Church Affilia/on 

Are you a pracDcing ChrisDan?  
Church Name & DenominaDon:  
How oPen do you aIend church?  
Briefly describe your involvement in church 
acDviDes: 

 

Skills & Qualifica/ons 

• Computer proficiency (please list soFware): ____________________________ 
• Office management experience: ____________________________ 
• Organiza/onal skills: ____________________________ 
• Other relevant skills: ____________________________ 

Statement of Faith 

Please write a brief statement describing your Chris/an faith and how it guides you in your professional 
and personal life: 

____________________________________________________________________________________
__________________________ 

Addi/onal Ques/ons 

• Are you in full agreement with the doctrines found in Hope Community Academy’s Doctrinal 
Statement? (provided separately) If No, please explain. 

• Have you ever been convicted of a crime? If Yes, please explain. 
• Do you consent to a background check? 
• Are you legally authorized to work in the United States? 

Applicant Cer/fica/on & Signature 

I cer/fy that my answers are true and complete to the best of my knowledge. If this applica/on leads to 
employment, I understand that false or misleading informa/on in my applica/on or interview may 
result in my release. 

Signature:  
Date (MM/DD/YYYY):  

 

 


