
  

 

POSITION OPENING 

 
Housing Development Administrator 

 
Bellwether Housing is a highly-respected, non-profit organization, providing affordable apartments 
to 1,900 households in 30 properties throughout Seattle.  This position provides administrative 
support to our Real Estate Development Team.  Duties include handling information/file 
management, communications management, meeting and event coordination, and other routine 
administrative processes.  Supports marketing and communications efforts for the department with 
drafting and editing marketing materials, proposals or applications for financing.  
 
The Development Administrator will deal with a diverse group of contacts at all levels, both inside 
and outside of the organization.  Excellent writing and communication skills are important.  Fluency 
with Microsoft Office Suite of products and the ability to troubleshoot basic technical issues, while 
facilitating problem-solving with Information Technology support when necessary.  The candidate 
should be organized, self-motivated, and able to work collaboratively in a team environment.     
 
The Housing Development Administrator will join a strong and innovative housing organization that 
has been a leader within the non-profit development community for 37 years and believes in 
providing opportunities for professional growth to its employees.  Bellwether is the largest private 
non-profit owner and operator of affordable apartments in Washington State.  We accomplish our 
mission through five primary activities: development of affordable apartments, management of our 
portfolio of 1,900 apartments, consulting for other non-profits that provide housing and services, 
coordinating services for Bellwether tenants, and advocating for resources that make it possible to 
increase housing affordability.  Since 1980, Bellwether has developed more than 11,000 units of 
affordable housing.  We are uniquely positioned in the Seattle affordable housing community, 
employing our own in-house maintenance, construction management, and physical and asset 
management staff, in addition to our Development team.   
 
Position Responsibilities: 
 

 Provide general administrative support to the Director and occasional support to the broader 
Development team. 

 Establish, develop, maintain and update filing systems for department in coordination with the 
Director and Program Manager. 

 Work independently and within a team on special nonrecurring and ongoing projects.  Act as 
project manager for special projects, which may include planning and coordinating 
presentations or preparing materials and publicity information. 

 Schedule, prepare, and organize activities such as meetings, project events, travel, 
conferences, and department activities. 

 Create and develop presentation or other marketing materials. 

 Maintain trade subscriptions and routinely review media for information relevant to 
organization, forwarding media links to the team. 

 Proofread communications for spelling, grammar and layout, making appropriate changes.  
Responsible for accuracy and clarity of final copy. 

 Assist in department financial management including preparing check requests, reimbursement 
requests, documenting and reconciling credit card expenses, and coordinating with Accounts 
Payable.  

 Coordination of office management with central administrative staff, including managing office 
supplies, trouble-shooting office equipment, calling for repairs and maintaining equipment 
inventories, and evaluating new equipment and techniques. 



 Embody Bellwether values of respect, integrity, community and excellence in your work. 

 Contribute and participate as a member of the Bellwether team to troubleshoot problems as 
they arise and suggest/initiate procedural changes as needed. 

 Undertake other duties as assigned. 
 

Application Process: 

 
Please send a cover letter and resume, 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: 
 

 High school diploma or GED. 

 Three years prior work experience as an Administrative Assistant or support role. 

 Exceptional customer service ability, including problem-solving skills and the ability to respond 
quickly and tactfully to requests.  

 Proficient with Microsoft Word, Excel, Powerpoint and Outlook.  

 Dependable, self-motivated, and organized individual skilled at multi-tasking, meeting 
deadlines, and producing high quality work.  

 Good oral and written communication skills in English.  

 Ability to work independently or as part of a team.  Positive attitude a must.  

 Must be able to type at least 60 wpm.  

 Demonstrated ability to interact with diverse populations.  
 Strong attention to detail and highly organized. 

 

Desired Qualifications: 
 

 Experience or ability to master database software or Sharepoint as required.  

 InDesign or other graphic design experience. 
  

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, gender identity, political ideology, age, creed, religion, ancestry, 
national origin, sensory or mental or physical handicap, or disabled veteran, Vietnam era veteran or current military 
status. 

 


