
  
Invites Applications for the Position of:  

  

Administrative Specialist II  
 

Apply online at http://www.kingcounty.gov/jobs 
 

King County is committed to equity and diversity in the workplace. In addition, the county is committed to recruiting and 
maintaining a quality workforce that shares our guiding principles: collaborative, service-oriented, results-focused, 

accountable, innovative, professional and fair and just. 

OPENING DATE/TIME: 05/18/17 12:00 AM (GMT -8:00) 

CLOSING DATE/TIME: 05/25/17 11:59 PM (GMT -8:00) 

SALARY: $20.87 - $26.45 Hourly 

LOCATION: Chinook Building - 401 5th Ave, Seattle 

JOB TYPE: Career Service, Full Time, 40 hrs/week 

DIVISION: Department of Community & Human Services 

JOB NUMBER: 2017SC6960 

SUMMARY: 

The Department of Community and Human Services (DCHS) provides equitable opportunities for 

people to be healthy, happy, self-reliant and connected to community. 

 

This position will be part of the administrative team in the Behavioral Health and Recovery 

Division (BHRD).   

 

WHO MAY APPLY: The Department of Community and Human Services values diverse 

perspectives and life experiences.  The Department encourages people of all backgrounds to 

apply, including people of color, immigrants, refugees, women, LGBTQ, people with disabilities, 

veterans, and those with lived experiences.   

  

REQUIRED MATERIALS: Candidates who wish to be considered for this position must submit an 

online King County application and respond to the supplemental questions. 

  

WORK SCHEDULE: This position is nonexempt (hourly) and will receive overtime with 

supervisory pre-approval. Typical hours are Monday - Friday 8am-5pm. 

 

UNION MEMBERSHIP: This position is represented by Teamsters, Local 117 and membership is 

required within 30 days of employment. 

http://www.kingcounty.gov/jobs


 
Recruiter: Susan.Churchill@kingcounty.gov 

JOB DUTIES: 

 Create a welcoming environment on the phone and in person to people calling or visiting 

the Division, and connect them to the relevant Division resources.   

 Format and proofread memos, letters and complex documents such as contracts, 

amendments, reports, newsletters, and manuals, using County and Division style 

guidelines for grammar, punctuation, terminology, abbreviations, font, spacing, tabbing, 

and alignment throughout. Research to resolve questions/problems. 

 Schedule meetings, take and transcribe meeting minutes. 

 Maintain complex electronic and paper files, requiring close attention to detail.   

 Plan and coordinate events such as trainings, forums, and award ceremonies; organize 

and plan all the details in connection with the event, in accordance with county guidelines, 

including catering arrangements and access for people with disabilities. 

 Establish, maintain, modify, track and/or retrieve information in spreadsheets and 

customized database applications. Enter, obtain and verify information.   

 Handle routine clerical responsibilities such as ordering supplies, distributing and 

processing mail, copying documents, scanning, faxing and distributing incoming faxes, 

identifying priority/time-sensitive matters. 

 Provide spreadsheet, graphics and desktop publishing support. 

 Assist with processing employee expense reimbursements and reconciling purchase card 

and travel card expenditures. 

 Operate and troubleshoot problems with copy machines, fax machines, laptops, 

projectors, and other equipment, including SMART Boards. 

 Update website webpages. 
 Perform other related duties as assigned. 

EXPERIENCE, QUALIFICATIONS, KNOWLEDGE, SKILLS: 

1. Two years of full-time (or the equivalent of two years of full-time) general office 

experience providing clerical support. 

2. Excellent customer service and public relations skills in a diverse work environment. 

3. Intermediate proficiency of Microsoft Word. 

4. One year of experience of taking and transcribing meeting minutes. 

5. Intermediate experience using the whole Microsoft Office Suite, including Outlook, Excel, 

PowerPoint, and Publisher. 

6. Strong writing skills, including proper usage of grammar, spelling, and punctuation. 

7. Ability to type minimum 50 words per minute. 

8. Experience communicating effectively, both orally and in writing. 

9. Initiative and accountability skills for work product or service.   

10. Ability to work and make decisions in a team environment, be an effective team member, 

help co-workers and ask for help appropriately, work with the schedules of other staff, be 

cooperative and able to compromise and resolve issues with minimal direction, be flexible 

and work professionally with all levels of staff. 

11. Ability to prioritize workload, work under pressure with tight timelines and changing 

priorities, and simultaneously work on multiple assignments. 

12. Experience working in environments requiring maintaining confidentiality.   

13. Demonstrated punctuality and dependability in daily attendance.   

14. DESIRED QUALIFICATIONS: 

mailto:Susan.Churchill@kingcounty.gov


1. Experience using Oracle I-Expense. 
2. Understanding of equity and social justice issues socially and in the workplace. 

 


