
  
Invites Applications for the Position of:  

  

Coordinated Entry for All Referral Specialist-Project Program 
Manager I - TLT  

 

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: 10/10/17 12:00 AM (GMT -8:00) 

CLOSING DATE/TIME: 10/24/17 11:59 PM (GMT -8:00) 

SALARY: $30.49 - $38.65 Hourly 

LOCATION: Chinook Building - 401 5th Ave, Seattle 

JOB TYPE: Term Limited Temporary, Full Time, 40 hrs/wk 

DIVISION: Department of Community & Human Services 

JOB NUMBER: 2017SC7454 

SUMMARY: 

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

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

 

On any given night over 9,000 people are homeless in King County. Both hidden and in plain 

sight, many families and individuals struggle to survive every day.   

 

The Department of Community and Human Services is leading the County's homeless work and 

the Coordinated Entry for All (CEA) Section plays a critical role in our effort to reduce 

homelessness in the region. The CEA Referral Specialist (Project Program Manager I) provides 

the critical link between people experiencing homelessness and their future housing.  

 

The purpose of a coordinated entry system is to ensure that all people experiencing a housing 

crisis have fair and equal access and are quickly identified, triaged for and connected to housing 

and homeless assistance based on their strengths and needs. Coordinated entry seeks to reduce 

homelessness and minimize the amount of time people experience homelessness by quickly 

moving them into safe and stable permanent housing. 

 

http://www.kingcounty.gov/jobs


Coordinated entry processes help communities prioritize assistance based on vulnerability and 

severity of housing and service needs (including behavioral health, employment, primary health, 

etc.) to ensure that people who need assistance the most receive it in a timely manner. It 

incorporates a system-wide housing first approach, uses standardized tools, and uniform 

assessment and referral processes to determine and secure the most appropriate response to 

each household's immediate and long-term housing needs. Coordinated entry processes also 

provide information about service needs and gaps to help communities plan their assistance and 

identify needed resources. 

 

The CEA Referral Specialist is part of a team responsible for providing daily oversight to the CEA 

referral function which includes daily communication with people experiencing homelessness and 

King County housing or service providers, referring people experiencing homeless to available 

housing resources based on CEA policies and procedures, monitoring the provision of CEA 

Housing Triage Tool by community providers, hosting CEA case conferences, and participating in 

the stakeholder meetings for CEA. This Term Limited Temporary (TLT) position will be for 

approximately 8 months with the possibility of being extended.   

 

WHO MAY APPLY: This position is open to all qualified candidates that meet the minimum 

qualifications.  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/CONDITIONS:  This position is eligible for overtime (nonexempt) with 

supervisory preapproval.  The typical work week is normally Monday through Friday, 8:00 a.m. 

to 5:00 p.m.   

  
RECRUITER: Susan Churchill:  susan.churchill@kingcounty.gov 

JOB DUTIES: 

Housing Referrals:  

 Complete housing referrals, matching people experiencing homelessness with available 

housing resources using CEA database and consistent with CEA policies.  

 Manage mobility requests, including scheduling following up contact, making housing 

match, and communicating with people experiencing homeless and housing provider(s). 

 Maintain an active CEA community queue, which includes communicate with people 

experiencing homeless if they do not or no longer qualify for CEA. 

 Use a person-centered and trauma-informed approach while communicating with people 

experiencing homeless when a housing resource is available to complete a program-

specific eligibility screen over the phone, email and/or social media. 
 Ensure client records are kept in accordance with King County standards.   

CEA Case Conferences: 

 Distribute and maintain the weekly Top 40 lists. 

 Facilitate the weekly Case Conferencing meetings with community providers. 

mailto:susan.churchill@kingcounty.gov


 Facilitate coordination between Housing Navigators and Housing Providers. 

Program Operations: 

 Be thoroughly familiar with the CEA Housing Inventory including the program model and 

eligibility criteria. 

 Maintain working knowledge of King County prevention, diversion, and crisis intervention 

services.   

 As needed provide Housing Navigation support. 
 As needed, participate in planning and community meetings related to CEA. 

EXPERIENCE, QUALIFICATIONS, KNOWLEDGE, SKILLS: 

1. Bachelor's in Social Work or related field or equivalent education and experience. 

2. At least one year of experience in direct provision of social services, preferably working 

with people experiencing homelessness. Knowledge of housing programs in King County. 

3. Ability to answer phones and provide consistent and timely information to our diverse 

population. 

4. Understanding of issues faced by people experiencing homelessness, including chemical 

dependency, mental illness, domestic violence, and long-term homelessness. 

5. Demonstrated understanding of trauma-informed care. 

6. Excellent written and oral communication skills.  

7. Strong organizational skills and attention to detail. Ability to update and maintain complex 

client records.  

8. Proficiency in 2010 Microsoft Office Suite with particular emphasis on complex 

spreadsheets. Experience operating and managing database systems.  

9. PREFERRED QUALIFICATIONS: 

1. Master's degree in social services or a related field. 

2. Demonstrated knowledge of and experience in working with people experiencing 

homelessness or homeless services. 

3. Working knowledge of HMIS and fair housing. 
4. Second language proficiency.  

 


