
Currently accepting applications for:

Administrative 
Specialist

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

OPENING DATE: 04/05/18 

CLOSING DATE: 04/19/18 04:30 PM 

JOB SUMMARY: 
King County Housing Authority (KCHA), an independent municipal organization, is a high-
performing, nationally recognized leader in affordable housing and in providing 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 currently recruiting for a seasoned and talented Administrative Specialist to support and 
assist a key executive leader; the Deputy Executive Director of Housing Management. This 
position is located at the central campus in Tukwila, WA.

The Administrative Specialist will play a critical role in supporting the operations of the Housing 
Management Division. The ability to maximize the use of available technology while balancing 
complex projects and completing daily tasks, as well as experience working with highly sensitive 
and confidential information will be very important.  Other keys to success in this role will 
include political savvy and exceptional communication skills.   

The ideal candidate for this role will enjoy interacting with frontline staff, leadership, and many 
other stakeholders. They will enjoy the challenge of having multiple deadlines approaching and 
knowing that their work is making a difference. They are proficient in the use of systems and 
tools to maintain organization. They are detail oriented and exceptional time managers, they 
know how to influence others and place a high value on customer service.  If you have 
experience supporting a fast paced executive and you have a passion for the clients we 
serve, you may find that this is just the opportunity you have been looking for. 

ESSENTIAL FUNCTIONS:
• Provides support to the Deputy Executive Director of Housing Management requiring 

strong administrative support skills; determines matters that require managerial 
attention; determines priority and proper referral of calls, issues and notices; coordinates 
calendars for meetings with the executive, consultants and other staff 

• Drafts and prepares technical and specific program documents, forms, and reports, and 
documents; prepares policy and procedure reports; assembles contracts; creates and 
manages databases for client and contractors 

• Manages office workflow; processes and tracks employee training, codes time to correct 
funding sources; assembles and establishes auditable files; performs departmental 
purchasing, accounts payable and inventory; maintains personnel and confidential files 

• Composes correspondence, reports and informational materials from drafts, notes or brief 
instructions; assists in designing and producing technical information handouts; types, 
formats, edits, revises, proofreads and checks reports, correspondence, memoranda, 
transmittal sheets, agreements, contracts, legal documents, technical charts and tables 
and other specialized and technical materials 

• Assists in the compilation of statistical data, annual plans and reports; creates custom 
reports; determines need for information and uses software to produce desired results; 
researches data sources 



• Leads the work of office and administrative staff by training others on process, method 
and procedures; provide input to performance appraisals; participate in the development 
and implementation of section policies and procedures

Click here for additional information regarding this position's classification information.

QUALIFICATIONS AND COMPETENCIES:
Required Qualifications:

• Associate's Degree. 
• One year of relevant experience providing progressively responsible administrative 

support.

Equivalent combination of education and experience will be evaluated on a year for 

year basis.   

Required Knowledge, Skills and Abilities:

• Demonstrated experience maintaining records (manual and electronic) and performing 
data entry with a high level of accuracy and attention to detail.  

• Clearly and effectively communicates both verbally and in writing by actively listening 
and sharing relevant information; ability to compose and prepare correspondence; 
demonstrated proofreading and editing skills. 

• Proficiency using MS Office applications including Word, Excel, Outlook and the Internet. 
• Excellent organizational skills including prioritizing, keeping track of information or work in 

progress, ensuring accuracy, and multi-tasking; ensures assignments are completed in a 
timely and effective manner. 

• Ability to work effectively and positively with individuals of diverse cultural and 
socioeconomic backgrounds. 

• Knowledge of and ability to interpret and explain complex or technical rules, regulations 
and/or policies and procedures. 

• Ability to work effectively and collaboratively as a team in a busy office environment while 
earning the trust, respect and confidence of others. 

• Ability to use tact, discretion, and diplomacy when dealing with sensitive or confidential 
information.

Special Requirements:

• Consent to and pass required assessments. 
• Consent to and pass a criminal records background check. 

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. (Cover Letter)
• Upload a detailed résumé of all educational and professional experience. (Résumé)
• Upload your response to the following:  Please describe your experience providing support 

to a leader that had responsibility for multiple divisions and departments.  Be sure to 
include your roles and responsibilities.  Responses should be no more than 3 paragraphs. 
(Supplemental Question)

Salary & Benefits: 
The salary range of this position is $23.31 - $30.30 per hour.  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 available.

Physical 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 primarily in an office environment. Incumbents frequently use standard 
office equipment including personal computers, telephone and related equipment.

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 #2018034 
ADMINISTRATIVE SPECIALIST 

SC 

Administrative Specialist 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. Please identify your years of administrative support experience.

 I have no experience in this area.
 I have less than one year of experience.
 I have 1 to 2 years of experience.
 I have 2+ to 3 years of experience.
 I have more than 3 years of experience.

* 4. Please identify your years of experience performing duties including greeting clients, 
answering phones, drafting and responding to correspondence, faxing and 
sorting/distributing incoming mail.

 I have no experience in this area.
 I have less than 1 year of experience.
 I have 1 to 2 years of experience.
 I have 2+ to 3 years of experience.
 I have 3 or more years of experience.

* 5. Please identify your years of experience maintaining records (manual and electronic) and 
performing data entry.

 I have no experience in this area.
 I have less than 1 year of experience
 I have 1 to 2 years of experience.



 I have 2+ to 3 years of experience.
 I have 3 or more years of experience.

* 6. 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.

* 7. Please identify your years of experience developing technical, financial and/or program 
specific documents in an assigned project area.

 I have not experience in this area.
 I have less than one year of experience.
 I have 1 to 2 years of experience.
 I have 2+ to 3 years of experience.
 I have more than 3 years of experience.

* 8. Please identify your experience managing electronic calendars.

 I have no experience in this area.
 I have less than 1 year of experience.
 I have 1 to 3 years of experience.
 I have 3+ to 5 years of experience.
 I have more than 5 years of experience.

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

 Beginner (sum rows and columns; utilize formatting features; insert multi-cell 
formulas)

 Intermediate (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.

* 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

* 11. Do you have experience in any of the areas listed below? Please check all that apply.

 Acquiring information for decision makers
 Assisting with project timeline development
 Coordinating stakeholders for meetings and events
 Gathering financial information for budget development
 Responding to requests for public disclosure
 Taking meeting minutes
 I have no experience in these areas.

* 12. Understanding public sector rules and requirements regarding open public meetings and 
retention of records for audit and public inspection is desirable but not required 
immediately for employment. Do you have experience in this area?

 Yes     No 

* 13. As indicated in the job announcement, I have attached my response to the supplemental 
question.

 Yes     No 

* Required Question


