
Currently accepting applications for:

Housing Quality 
Standard 
Inspector

SALARY: $23.31 - $30.30 Hourly
$4,039.81 - $5,251.76 Monthly

OPENING DATE: 03/06/18 

CLOSING DATE: 03/20/18 04:30 PM 

JOB SUMMARY: 
King County Housing Authority (KCHA), an independent municipal organization, is a high 
performing nationally recognized leader in affordable housing.  KCHA provides innovative and 
effective housing solutions so that people and communities can prosper.  Our vision is that all 
residents of King County have quality affordable housing.  KCHA is the largest housing provider 
in the county, and annually, the agency serves over 50,000 low-income individuals.

We transform lives through housing.

We are recruiting to fill a Housing Quality Standard (HQS) Inspector position, based in 
Tukwila. This is an excellent opportunity for someone who thrives in a fast paced environment, 
enjoys a diversity of customers, and is committed to the highest standards in public service.

This position is dedicated to ensuring that program participants are provided with quality and 
affordable housing opportunities. Representing the Authority as an ambassador in the 
community, this key role uses a hand held tablet to conduct housing inspections and to perform 
a variety of duties both in and outside of the office. 

The ideal candidate will:

• Have excellent communication and interpersonal skills and the ability to build and 
maintain successful working relationships with internal and external stakeholders. 

• Bring experience drafting professional correspondence.   
• Be comfortable traveling to privately owned properties to conduct inspections on housing 

quality standards. 
• Possess knowledge and skills necessary to determine eligibility for safe and sanitary 

housing in accordance with federal and local housing quality standards (HQS). 
• Demonstrate strong attention to detail and the ability to successfully prepare inspection 

and failure documentation.

The HQS Inspector will be a key point of contact for interpreting relevant policies and will 
negotiate with landlords and tenants on rent and/or required repairs. When improvements are 
reported as completed, the HQS Inspector will follow up to verify that the repairs have been 
completed sufficiently. 

ESSENTIAL FUNCTIONS:
• Contacts property owners to arrange for inspections; conducts thorough inspections of the 

unit by evaluating the exterior, site and neighborhood conditions, all painted surfaces, 
plumbing, electrical, and heating systems, security, doors and windows, and interior 
conditions for floors, walls and ceilings; records all information and gives owner a list of 
repairs to be completed. 

• Conducts initial, annual and special inspections of housing units; documents room 
locations and areas not meeting quality standards. 



• Responds to requests to increase rent; receives written requests and conducts research 
using a comparable study or several other sources; recommends approval or disapproval 
of the increase. 

• Explains the housing inspection program to landlords, owners, and tenants in a way that 
is understandable.

Click here for additional details regarding this position's classification specification.

QUALIFICATIONS AND COMPETENCIES:
Required Qualifications:

• High School Diploma or GED and three years of experience in building maintenance, 
construction, property management, housing programs, safety inspections, and/or real 
estate appraisals OR an equivalent combination of education and experience.

Required Knowledge, Skills and Abilities:

• Knowledge of basic construction and maintenance/repair processes and materials. 
• Ability to conduct a high volume of thorough inspections efficiently and effectively while 

applying detailed and comprehensive HQ standards; accurately document conditions that 
do not meet standards with clear and concise reports. 

• Demonstrates responsible personal and professional conduct, which contributes to the 
overall mission and goals of KCHA; accepts personal responsibility for the quality and 
timeliness of work; ability to work effectively under pressure in a fast paced environment. 

• Works effectively and efficiently to provide quality service to satisfy service expectations; 
seeks ways to improve service delivery; demonstrates strong project management skills. 

• Applies effective written and verbal communication techniques to convey clear and timely 
messages to internal and external stakeholders; listens to people's ideas and concerns. 

• Uses critical, creative, and reflective thinking skills to identify problems, analyze and 
evaluate various solutions, and monitor their effectiveness; keen observation skills to 
identify and resolve dwelling issues. 

• Ability to explain complex or technical information regarding rules, rights, regulations, 
policies, procedures, programs, or services to answer questions, resolve problems, and 
communicate decisions or actions. 

• Uses systems to organize, prioritize, and keep track of information and/or work in 
progress; maintains accurate and complete electronic and manual records; exhibits 
attention to detail; ability to multi-task in a high pressure environment. 

• Strong, positive interpersonal skills, including the ability to work collaboratively; remains 
professional, calm and tactful in stressful situations while adhering to a high standard of 
integrity, honesty, and confidentiality; knowledge of basic de-escalation and mediation 
skills. 

• Values organizational diversity; treats other with respect; promotes cooperation; works 
effectively and positively with individuals of diverse cultural and socioeconomic 
backgrounds and educationally diverse populations. 

• Proficiency using MS Office applications including Word, Excel, Outlook and the internet; 
skill and ability to learn and use agency software housing management program 
(Tenmast). 

• Ability to perform mathematical calculations in accordance with housing inspections and 
rent reasonable process.

Special Requirements:

• Consent to and pass a driver's and criminal records background check. 
• Must possess a valid driver's license and own or have access to a vehicle to regularly 

travel between work sites.  Must have an acceptable driving record at time of appointment 
and throughout employment. 

POSITION INFORMATION AND APPLICATION PROCESS:
Application Requirements:
To be considered for this opportunity, you must:

• Complete the online application profile in its entirety. 



• Upload a cover letter that addresses how your experience and education qualifies you to 
perform the essential functions listed in the job announcement. Be sure to include why 
you believe customer service and communication are essential in this position. (Cover 
Letter)

• Upload a detailed résumé of all educational and professional experience. (Résumé)

Salary & Benefits:
The salary range of this position is $23.31 - $30.30 per hour.  Performance based merit 
increase opportunities and COLAs are reviewed on an annual basis.  A comprehensive health 
care benefits package for you and your dependents includes medical, dental and vision 
insurance, life and long-term disability insurance plans, vacation, sick and personal leave, 
tuition reimbursement, and retirement benefits are also available.

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 indoors and outdoors in a variety of weather and environmental conditions 
and requires the operation of a motor vehicle to conduct inspections in the field. Incumbents 
frequently use standard office equipment including personal computers, telephone and related 
equipment, and mapping software.

Equal Opportunity: 
King County Housing Authority is an equal opportunity employer. All qualified applicants will 
receive consideration for employment without regard to race, color, religion, sex, sexual 
orientation, gender identity, national origin, disability or veteran status. 

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

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

Position #2018017 
HOUSING QUALITY STANDARD INSPECTOR 

SC 

Housing Quality Standard Inspector 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.
 Yes, but not as described above.
 No, I don't have any direct experience but I am willing to learn.

* 2. Which best describes your level of education?

 High School Diploma or GED
 Some College
 Associate's Degree
 Bachelor's Degree
 Master's Degree or Higher
 None of the above

* 3. As indicated in the job announcement, this position requires three years of experience in 
building maintenance, construction, property management, housing programs, safety 
inspections, and/or real estate appraisals. Briefly describe how you meet the required 
qualification.



* 4. Do you have professional experience inspecting residential housing units?

 Yes     No 

* 5. Do you have direct experience in any of the following areas? Please select all that apply.

 Affordable Housing Inspection
 Building Maintenance
 Code Compliance
 Property Management
 Real Estate Appraiser
 Residential Construction
 Residential Inspections
 I have other directly related experience that is included in my application materials.
 I have no directly related experience.

* 6. Part of this role will include measuring spaces to ensure they meet requirements. In this 
scenario, you have measured one wall and found it to be 7 feet long. The other wall is 9 
feet long. As the inspector, you know that one of the standards required is that bedrooms 
be a minimum of 70 square feet. Which of the following statements is true?

 The room is 72 square feet, so it meets the requirement.
 The room is 630 square feet, so it meets the requirement.
 The room is 63 square feet, so it does not meet the requirement.
 The room is 720 square feet, so it meets the requirement.

* 7. This position will make mathematical calculations as a regular part of the position 
responsibilities. The following three questions are related to those duties. 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

* 8. 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

* 9. 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

* 10. Which of the following best describes your level of proficiency with Microsoft Office 
programs including Word, Outlook, and Excel?

 I have no experience with Microsoft Office.
 Beginner
 Intermediate
 Advanced
 Expert

* 11. Which of the following best describes your level of proficiency with Microsoft Excel?



 Basic (sum rows and columns; utilize formatting features; insert multi-cell formulas)
 Proficient (link multiple worksheets or files; graph data; perform v-lookup)
 Advanced (utilize pivot tables and macros; extract data from a database)
 I do not have experience with Microsoft Excel.

* 12. This position will require the incumbent to develop professional correspondence on a 
frequent basis. Which of the following best describes your business writing skills?

 I don't have any experience developing professional correspondence.
 I am competent at developing professional correspondence but I primarily use 

templates.
 I have developed professional correspondence in past jobs.
 I am an expert at developing professional correspondence.

* 13. Although not required for this position, are you a certified Housing Quality Standard 
Inspector and are you able to provide documentation of this certification?

 Yes     No 

* 14. This position requires a valid driver's license and acceptable driving record at the time of 
hire. A valid Washington State Driver's License is required within 30 days of employment. 
Maintaining an acceptable driving record throughout employment at KCHA is required for 
this position. Can you meet this requirement?

 Yes
 No

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

 Yes
 No

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

 I have NO violations on my driving record in the last 3 years
 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

* Required Question


