
 

 

POSITION OPENING 

 

 

Resident Services Coordinator (South Seattle) 
 

 
The Resident Services Coordinator’s (RSC) primary function is to effectively assist resident family 
members who have requested support in enhancing the quality of their daily lives, and in more fully 
and successfully participating in the educational and economic mainstream.  The position provides 
tenants with information about, and supportive access, to local services and resources that can 
assist the residents to achieve their life opportunities objectives. The Resident Services 
Coordinator is an integral part of the Property Management Team, and plays a critical role in the 
overall performance of the property for the enjoyment of its residents and the respect of its 
neighbors. 
 
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. 
 
Position Responsibilities: 
 

 Welcome new residents (and establish contact with existing residents) and explain to them the 
resident services program, its offerings, and the RSC’s role in providing information and 
support in assisting residents interested in accessing local service resources. 

 Develop supportive professional relationships with residents that help them enhance the quality 
of their lives, empower them, and encourage them in taking the steps to achieve self-
sufficiency. 

 Collaborate with on-site Resident Managers to ensure effective service delivery and support to 
residents.  When a resident is identified as being in jeopardy of eviction, offer linkages and 
referral support to the resident to positively and quickly rectify the situation.  Assist in mediating 
conflicts between tenants when requested. 

 Identify, assess, select, develop and maintain referral partnership relationships with local 
service resource agencies that effectively assist residents to achieve their life opportunities 
objectives. 

 Provide supportive linkages between residents and referral agency staff when residents or 
agencies request assistance, and provide support in accessing services successfully. 

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

 Help to facilitate tenant meetings and community-organizing and social activities. 

 Establish resident services program targets.  Consistently track and measure program target 
progress.  Regularly report program outcomes to both internal and external stakeholders.  
Analyze and utilize outcomes data as the basis for continuous program improvement. 

 Maintain confidentiality and respect the privacy of residents at all times.  Archive all required 
forms and other documents securely. 

 Complete all mandated training each year. 

 Participate in trainings and community activities to enhance understanding of institutional and 
structural racism, and building cultural competence. 



 Follow Bellwether principles, policies, and procedures as outlined in the Bellwether Employee 
Handbook, Resident Services Operations Manual and Bellwether Operations Manual, and 
embody Bellwether values in your own work. 

 Complete other housing and resident related assignments as directed by the Resident Services 
Manager. 
 

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 35 years through 
leadership, vision, entrepreneurial spirit, and a commitment to the values of respect, integrity, 
community and excellence. 
 
Compensation and Benefits: 
 
An attractive and competitive salary and benefits package, commensurate with experience, will be 
offered to the right candidate. 
 
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 people face in accessing 
resources? 

b. Describe how you would approach a resident with limited English proficiency? 
c. What experience do you have empowering individuals to advocate on their own 

behalf?   
 
Please send all of the items listed above, as well as 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. 

 Bachelor’s Degree in the field of human services, plus a minimum of 1 year of experience 
working with low income individuals; or a minimum of 3 years of documented, successful 
experience in community development or community-organizing activities.      

 A working knowledge of the local social service system, or the proven ability to quickly develop 
such knowledge.  

 Knowledgeable regarding the daily realities facing low-income families. 

 Knowledge of mental health issues and systems strongly preferred. 



 Excellent interpersonal, verbal, and written communication skills. 

 Computer and technology proficient. 

 Demonstrated ability to work with a diverse population. 

 Ability to multi-task and complete assignments that sometimes occur in a stressful 
environment. 

 Work courteously, enthusiastically, and effectively with all stakeholders. 

 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. 

 A personal vehicle is a requirement of this position due to the need to cover a number of different 
properties.  If using a personal or company-owned vehicle in the performance of job duties 
associated with this position, the incumbent must possess and maintain a valid Washington State 
driver’s license, the appropriate amount of automobile insurance, and a safe driving record. 

____________________________________________________________________________________ 
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.  


