
 

 

POSITION OPENING 

 

Resident Services Coordinator 
 

 
We are seeking a Resident Services Coordinator for the Resident Services Program.   
   
Bellwether Housing is a highly respected organization providing affordable apartments to 1,900 
households in 30 properties throughout Seattle.  We are proud to be one of the 100 Best 
Companies to work for in Washington for 2011, 2012, 2013, and 2014, as well as one of the five 
best non-profits in the State of Washington.  Come join our award winning organization.  
 
Bellwether Housing offers an uplifting work environment with a diverse group of highly talented 
professionals who are committed to our mission of making excellent affordable housing available to 
the residents and communities that we serve.  Bellwether has flourished for over 36 years through 
leadership, vision, entrepreneurial spirit, and a commitment to the values of respect, integrity, 
community and excellence. 
 
Position Responsibilities: 
 

 Provide linkage between Bellwether residents and external community service agency 
resources.  Maintain and facilitate relationships with service agencies. 

 Engage in effective networking and collaboration to take advantage of available community 
support and resources, including initiation of new partnerships.  Attend staff and community 
meetings.  Update and share new resources with Bellwether staff and residents as needed. 

 Educate residents about community resources and services, arranging for monthly 
presentations and attending meetings as necessary.  Provide residents with supportive 
coaching and follow-up. 

 Market the program and conduct outreach to all residents on an ongoing basis. 

 Provide resources and referrals to residents as needed. 

 Maintain confidentiality and privacy of residents and compliance with regulatory requirements.  
Archive all required forms and case notes securely. 

 Distribution newsletters, brochures, and other relevant materials to residents, ensuring that 
communication accommodates language differences, cultural differences, visual impairments, 
and other necessary accommodations as required by residents. 

 Participate with activities related to understanding institutional and structural racism and 
building culture competence. 

 Follow Bellwether principles, policies, and procedures.  Embody Bellwether values in your own 
work. 

 Complete all reports in an accurate and timely manner. 

 Complete all required yearly training. 
 
Application Process: 

 
Please submit the following items: 

1. Cover letter describing your relevant experience and your interest in this position. 
2. Current résumé.  
3. Completed Supplemental Questions, as follows: 

a. In your experience, what are the greatest barriers older adults and people with 
disabilities face in accessing resources? 



b. Describe how you would approach the task of resident assessment. 
c. What experience do you have empowering individuals to advocate on their own 

behalf?  Describe a time when this approach failed and how you responded. 
 
Please send all of the items listed above, along with your salary requirements, in Word or 
Adobe format, to: 
 
Bellwether Housing 
1651 Bellevue Ave. 
Seattle, WA 98122 
 
Email:  jobs@bellwetherhousing.org 
Fax:  206-623-9404 
Web:  www.bellwetherhousing.org 
 
Please visit our website to learn more about Bellwether Housing. 
 
Minimum Requirements: 
 
To perform this job successfully, an individual must be able to perform each essential duty 
satisfactorily.  The requirements listed below are representative of the knowledge, skills, and/or 
abilities required.  Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions. 

 Bachelors’ degree in social work, human services, or a related field (four additional years of 
equivalent professional experience may be substituted for a degree). 

 Knowledge of aging issues and familiarity with services for older adults in the Seattle area 
required. 

 Minimum three years of professional experience providing services to older people and/or 
adults with disabilities, preferably including the provision of information and referral services.  

 Knowledge of mental health issues and familiarity with the mental health system strongly 
preferred. 

 Excellent oral and written communication skills. 

 Intermediate computer skills required in MS Office suite.   

 Demonstrated ability to work with a diverse population.  

 Ability to work courteously and effectively with older persons, community groups, staff from 
partnering agencies, and volunteers. 

 Ability to maintain a regular, reliable attendance record. 

 
Other Position Requirements: 
 

 Candidates selected for this position must pass a criminal history background check prior to 
employment with Bellwether Housing. 

____________________________________________________________________________________ 
Bellwether Housing is an equal opportunity employer.  No applicant will be discriminated against because of race, 
color, sex, marital status, sexual orientation, political ideology, age, creed, religion, ancestry, national origin, 
sensory or mental or physical handicap, or disabled veteran or Viet Nam era veteran status.  
 

 

 
 


