
Currently accepting applications for:

Administrative 

Assistant
SALARY: $20.53 - $26.69 Hourly

$3,558.68 - $4,626.28 Monthly

OPENING DATE: 02/28/17 

CLOSING DATE: 03/14/17 04:30 PM 

JOB SUMMARY: 

TO BE CONSIDERED YOU MUST FOLLOW THE APPLICATION INSTRUCTIONS BELOW.

King County Housing Authority, an independent municipal organization, is a high performing 

nationally recognized leader in affordable housing.
We transform lives through housing.

We are recruiting for a talented, detail oriented, and customer 
service focused Administrative Assistant, based in Tukwila. This 
is an excellent opportunity for someone who thrives in a fast 
paced environment, enjoys a diversity of customers, and is 

committed to the highest standards in public service.

The Administrative Assistant will play a critical role in supporting 
the Housing Choice Voucher Program's Inspection 

Department. The ability to work effectively under pressure in a fast paced environment as well 
as being flexible and able to adjust to shifting priorities will be very important.  Other keys to 
success in this role will include a strong leader with a positive attitude and exceptional 
communication and customer service skills.   

The ideal candidate for this role will enjoy interacting with staff, landlords, program participants, 
and many other internal and external stakeholders. They are proficient in the use of systems 
and tools to maintain organization. They are detail oriented and exceptional time managers, 

they know how to influence others and are resourceful and able to independently address and 
resolve issues as they arise.  If you have experience supporting a fast paced department 
and you have a passion for the clients we serve, you may find that this is just the opportunity 
you have been looking for.

IMPORTANT APPLICATION INSTRUCTIONS:

To be considered you must complete the application and attach a resume and a cover letter that 
describes your experience as it relates to the position. Please include a statement that explains 

why you believe that excellent customer service and communication are important in this 
position. 

ESSENTIAL FUNCTIONS:

Please click here to learn more about essential functions from our job classification for this 
position. 

QUALIFICATIONS AND COMPETENCIES:
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The qualifications and competencies required to perform the duties and responsibilities of this 

classification are:

• Work requires the ability to independently maintain responsibility for a variety of routine 
to complex clerical activities.

• To learn software specific to the office assigned and to operate standard office equipment.
• To establish and maintain effective communications, both orally and in writing, with staff, 

other departments, the general public and in a professional manner representative of a 
major department.

• To properly compose a variety of memoranda or letters, expressing ideas clearly and 
concisely with only general instructions.

• To conduct thorough investigative research and make recommendations for action;
• To do computer processing at an acceptable level of proficiency.

• Demonstrated ability to work independently to plan, organize and follow through.

Work requires the ability to:

• Interpret, explain and apply detailed and complex regulations, policies and procedures 
governing the administration of rental assistance, public housing and affordable housing 

programs.
• Proficiently use Microsoft Word, Excel and Outlook to perform duties.
• Accurately enter information into the Housing Management database.
• Organize work, set priorities and exercise sound independent judgment with established 

guidelines and policies.
• Analyze information and reach sound conclusions and decisions in accordance with 

established policies, procedures and legal/regulatory requirements.
• Communicate clearly and effectively, orally and in writing.

• Conduct client interactions with courtesy, tact and sensitivity to the issues involved and 
deescalate situations that become highly emotional and volatile.

• Work effectively with a highly diverse client group, culturally and ethnically.
• Establish and maintain courteous and productive working relationships with supervisors, 

staff, clients, and other internal and external stakeholders and others encountered in the 
course of work.

Minimum Qualifications Include:

High school diploma or GED and two to three years of experience in office administrative 
support, or an equivalent combination of education and experience.  

WORK ENVIRONMENT:

Incumbent(s) must be able to meet the physical requirements of the classification and have 

mobility, balance, coordination, vision, hearing and dexterity levels appropriate to the functions 

performed. Reasonable accommodations may be made to enable individuals with disabilities to 

perform the essential functions.

Work is performed primarily in an office environment. Incumbents frequently use standard 
office equipment including personal computers, telephone and related equipment.

APPLICATIONS MAY BE FILED ONLINE AT:
http://www.kcha.org

600 Andover Park West
Tukwila, WA 98188
206-574-1100

Position #2017003 
ADMINISTRATIVE ASSISTANT 

SS 
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206-574-1265

Administrative Assistant Supplemental Questionnaire

* 1. Do you have direct experience with the King County Housing Authority?

 Yes, I am a current employee at KCHA.

 Yes, I am a current temporary employee at KCHA.

 Yes, I am a current resident of KCHA.

 Yes, but not as described above.

 No, I don't have any direct experience but I am willing to learn.

* 2. Which best describes your level of education?

 High School Diploma or G.E.D.

 AA Degree

 BA Degree

 MA Degree or Higher

* 3. Please identify your years of experience performing duties such as greeting clients, 
answering phones, typing, faxing and sorting/distributing incoming mail.

 No Experience

 1 to 2 Years of Experience

 2 to 4 Years of Experience

 5 or more Years of Experience

* 4. Which of the following best describes your years of experience providing administrative 
support?

 No Experience

 Less than 1 Year

 1 to 3 years

 3 to 5 years

 Over 5 years

* 5. This position requires experience in executive or other administrative support. Please 
identify your years of experience.

 No Experience

 1 to less than 3 Years

 3+ to less than 5 Years

 5 to 7 Years

 7+ to 9 Years

* 6. Please identify your years of experience managing a computer based calendar of the 

person to which you reported.

 None

 Less than 1 year

 1 to 3 years

 3 to 5 years

 Over 5 years

* 7. Do you have experience providing customer service in an environment with a high volume 
of customers or clients and has that experience been documented in your application 
materials?

 Yes     No 
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* 8. Which of the following best describes your level of proficiency with Microsoft Excel?

 Basic (can sum rows and columns, utilize formatting features, and insert multi-cell 

formulas)

 Proficient (can link multiple worksheets or files, can graph data, perform v-lookup)

 Advanced (can utilize pivot tables, and macros and can extract data from a database)

 None of the above

* 9. Which of the following best describes your business writing skills?

 Limited

 Fair

 Good

 Excellent

* 10. Please rewrite the following statement, correcting as many errors as possible: the vishun 
of the king County Housin Authority is: That all residence of king County have qualty 
affordible housing.

* 11. Which of the following best describes your ability to independently develop professional 
correspondence without utilizing an existing template?

 No Skill

 Basic Skills

 Intermediate Skills

 Advance Skills

* 12. Do you have working knowledge in any of the following housing programs? Please select 
all that apply.

 Public Housing

 Section 8

 Project Based

 Tax Credit

 None

* 13. Have you had any of the following violations within the last three years? Please select all 
that apply.

 I have NO violations on my driving record in the last 3 years

 Reckless or negligent driving or other similar offense (e.g., careless driving)

 Failure to stop and report a vehicle incident (e.g., hit and run)

 Any driving offense involving the use of drugs, alcohol, controlled substances, or other 

gross misdemeanors or felonies

 Driving while license is suspended or revoked

 Eluding an officer of the law

 Possession of open container of alcoholic beverage

* Required Question
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