
Currently accepting applications for:

Assistant Property 

Manager
SALARY: $22.08 - $28.70 Hourly

OPENING DATE: 02/25/16 

CLOSING DATE: 03/10/16 04:30 PM 

JOB SUMMARY: 

THIS RECRUITMENT IS OPEN TO CURRENT KING COUNTY HOUSING AUTHORITY 

(KCHA) EMPLOYEES ONLY. TO BE CONSIDERED, KCHA EMPLOYEES MUST COMPLETE 

THE ONLINE APPLICATION AND SUBMIT A RESUME AND COVER LETTER DESCRIBING 

YOUR QUALIFICATIONS AS THEY RELATE TO THIS POSITION.

King County Housing Authority, an independent municipal 
organization, is a high performing nationally recognized leader in 

affordable housing.  We are currently recruiting for a talented 
and experienced affordable housing professional to fill the 
Assistant Property Manager position at the Spiritwood 
portfolio in Bellevue, WA.

The individual selected for this role will support the 
operations, maintenance and management of the Spiritwood 
portfolio.  This role is responsible for ensuring that the property is operated in an efficient, cost 

effective manner while providing high quality, well maintained housing for the residents and/or 
tenants. Some of the regular duties in this position will be interfacing with applicants, residents, 
and neighbors; performing annual reviews and rent calculations for residents; annual 
inspections, lease-enforcement, and compiling data for use in reports.  The Assistant Property 

Manager will assist with managing the operations as directed by the Senior Property Manager.

ESSENTIAL FUNCTIONS:

This section serves to illustrate the more typical aspects of the work indicative of the 

classification. The primary functions of the classification are not to be considered a detailed 

description of every duty of each position allocated to the classification. The responsibilities and 

essential duties typically performed by positions allocated to this classification on a frequent and 

recurring basis include:

1. Markets units and conducts outreach to fill units, responds 
to questions and explains housing options.

2. Trains and monitors the work of others as directed by the 

Senior Property Manager; provides input on staff 
performance evaluations and acts as back up to complete 
timesheets. 

3. Screens applicants by checking credit histories, landlord 
references and criminal background checks; shows and 
offers units, documents offers, prepares leasing paperwork 
and conducts orientations.
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4. Assures tenant satisfaction by providing a high level of customer service; cultivates and 

maintains partnerships with other Authority departments and local government agencies; 
addresses resident complaints.

5. Serves tenants with legal paperwork; issues warnings and determines whether summons 
and complaints need to be issued; completes summons and complaints paperwork and 

forwards it for legal review; serves household and provides follows up.
6. Audits new applications, reviews completed work orders entered in MST and closes work 

requests. May review annual files completed by the property management specialist 
before entered into MST for accuracy of calculations.

7. Performs tenant accounting authorizing adjustments to tenant accounts, security deposits, 
rent changes, retroactive billings, maintenance charges and late fees in consultation with 
the Senior Property Manager. 

8. Conducts and/or reviews annual and interim leasing recertifications to ensure tenants 

meet occupancy requirements including tax credit and program guidelines; reviews, third 
party verifications, income and other family composition changes. 

9. Performs physical inspections of grounds and inspection of units to ensure Authority 
standards; determines and reports maintenance needs.    

10. Prioritizes maintenance work orders; develops and implements daily, weekly and monthly 
maintenance schedules; orders and maintains inventory of supplies, prepares purchase 
orders to requisition materials and supplies; schedules vendor  testing and inspection of 
fire extinguishers, alarms, pest control backflow testing and storm water catch basin.

11. Prepares correspondence and data to support property operations.
12. May create quarterly newsletters, recommends updates to forms, submits requests for 

postage and/or petty cash.

ACCOUNTABILITIES AND DISTINGUISHING FEATURES OF THE CLASSIFICATION

The incumbents exercise judgment in managing property requirements either in a building or as 
assistant at a very large property. Work is differentiated from the property management 

specialist in that incumbents have authority to issue lease violation warnings.  Work is 
performed under the general supervision of the Senior Property Manager. 

SUPERVISORY RESPONSIBILITIES

This classification does not directly supervise, but may assign work to property support staff 
including mechanics, laborers, and property specialists.  Provides input on performance 
evaluations and may plan and monitor work of others. 

QUALIFICATIONS AND COMPETENCIES:

The qualifications and competencies required to perform the duties and responsibilities of this 

classification are:

Work requires knowledge of Authority policies and procedures and modern office practices and 
procedures.

Work requires the ability to monitor financial performance of units assigned; to assign, prioritize 

and review the work of maintenance and office staff; to prepare and maintain records and 
reports, to interpret data and make conclusions of meeting eligibility, to perform arithmetic 
calculations, to use tact, discretion and courtesy in dealing with tenants and others, to 

communicate clearly and effectively orally and in writing sometimes with English language 
impaired contacts; and skill maintaining client relations.

A typical way to obtain the qualifications and competencies is:

• Work requires an Associate's degree
• Three to five years relevant work experience in affordable housing, property 

management, or general management.

• Or an equivalent combination of education and experience. 
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• Valid driver license and acceptable driving record at the time of appointment and valid 

Washington State Driver License and acceptable driving record throughout employment 
are required in this position.

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 in an office environment and outdoors in all weather conditions. The 
incumbent frequently uses standard office equipment including personal computers, telephone 
and related equipment and will drive a vehicle on Authority business.

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

600 Andover Park West
Tukwila, WA 98188
206-574-1100
206-574-1265

Position #2016012 
ASSISTANT PROPERTY MANAGER 

JS 

Assistant Property Manager 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.

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

* 2. Which best describes your level of education?

 No High School Diploma or G.E.D.

 High School Diploma or G.E.D.

 AA Degree

 BA Degree

* 3. Do you have working knowledge in any of the following housing programs? Please select 

all that apply.

 Public Housing

 Section 8

 Project Based Section 8

 Sponsor Based

 Tax Credit

 None

* 4. This position determines eligibility for housing assistance and prepares rent calculations. 
If Ms. Smith receives an income of $26,247 per year, how much income does she receive 
each week?

 $546.81

 $504.75

 $1093.62

 $437.45
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* 5. This position works with a diverse group of residents and tenants. Which of the following 

best describes your professional experience in this regard?

 Minimal or no experience.

 More than 1 year but less than 3 years of experience.

 More than 3 years but less than 5 years of experience.

 Over 5 years of experience.

* 6. Do you have experience with property management, either directly or in a supportive 
role? If so, have you included the experience in detail on your application and resume?

 Yes     No 

* 7. If you answered yes to the question above, please select the answer that best matches 
your years of work experience with property management, either directly or in a 
supportive role.

 I answered no above.

 Less than 1 year

 Over 1 year but less than 3 years

 Over 3 years but less than 5 years

 Over 5 years

* 8. If you have experience with public housing management, either directly or in a supportive 

role, which of the following best describes the number of units in the portfolio where you 
worked?

 Less than 50 units

 50- 100 units

 Over 100 units

 Not applicable

* 9. This position assists in the development of an annual operating budget and property 
financial performance; ensures expenditures are accurately coded; and submits reports 

on variances. Which of the following best describes your professional experience creating 
and maintaining a budget (as a requirement in your role)?

 No experience

 1 to 2 years of experience

 2+ to 4 years of experience

 5 or more years of experience

* 10. Anne Fox receives $100 per week from her job. Her husband Mark, receives $620 twice 
monthly from his job. They also receive $674 per month in SSI for their disabled child, 

Marina. What is their total annual household income?

 $1,394

 $28,168

 $20,354

 $27,768

 $28,968

* 11. How many years of experience do you have where creating purchase orders and/or 
utilizing an employer provided credit card to secure work related goods and services were 
part of your regular duties?

 No Exp.

 Less than 1 year

 Over 1 year but less than 3 years

 Over 3 years but less than 5 years

 Over 5 years
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* 12. Do you have professional experience performing on-site property inspections? If so, 

please select the answer that best matches your years of experience.

 Minimal or no experience

 1 to 2 years experience

 2+ to 5 years experience

 More than 5 years experience

* 13. This position determines eligibility for housing assistance and prepares rent calculations. 
If Ms. Smith receives an income of $26,247 per year, how much income does she receive 
each month?

 $1,093.62

 $2,187.25

 $504.75

 $2,185.25

* 14. This position requires a valid driver license from any state and acceptable driving record 

at time of appointment. A valid Washington State Driver License within 30 days of 
employment, and acceptable driving record throughout employment are required in this 
position. Can you meet this requirement?

 Yes

 No

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

that apply.

 I don't have any serious violations on my driving record

 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

 My serious violation is not listed.

* 16. Do you have any combination of two or more license suspensions, or revocations within 
the last five years?

 Yes

 No

* Required Question
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