
  
Invites Applications for the Position of:  

  

Administrative Specialist III - 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: 11/08/18 12:00 AM (GMT -8:00) 

CLOSING DATE/TIME: 11/18/18 11:59 PM (GMT -8:00) 

SALARY: $22.94 - $29.08 Hourly 

LOCATION: YouthSource - 645 Andover Park West, Tukwila, WA 98188 

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

DIVISION: Department of Community & Human Services 

JOB NUMBER: 2018SC8884 

SUMMARY: 

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.   

 

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

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

 

This position provides technical support services to King County's Education and Employment 

Resources (EER) youth programs and provides support to Program Managers and Social Services 

Professionals within the EER youth unit. This position will serve as the lead clerical coordinator 

for the State Division of Vocational Rehabilitation's (DVR) Pre-Employment Transition Program 

which focuses on providing work readiness training and internships to young people ages 16-21 

with disabilities. This is a complex support position that requires a high level of skills, knowledge, 

strong customer service, and ability to work within a team with limited supervision. 

 

WHO MAY APPLY: 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.  This Term Limited Temporary (TLT) position is 

http://www.kingcounty.gov/jobs


expected to end on December 31, 2020. 

  

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 with supervisory pre-

approval.  The typical work week is Monday through Friday, 8:00 a.m. to 5:00 p.m.  This position 

is not represented by a union. 

  

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

JOB DUTIES: 

 Work with the EER Youth Program Managers to ensure that participants meet various 

programs' eligibility. 

 Serve as the administrative lead for the DVR Pre-Employment Transition Services 

program. 

 Process and manage payroll for youth program participants. 

 Ensure that information, activities and outcomes are entered into the EER database(s). 

 Review files and database reports to ensure that information from all sources is accurate 

and internally consistent. 

 May review the data entry of other staff into this system. 

 Apply contract-specific eligibility requirements when reviewing participant applications and 

auditable back-up documentation. Certify eligibility of participants. 

 Apply contract-specific federal Management Information System (MIS) regulations as they 

relate to tracking participant activities and outcomes.  Review all activity/outcome 

documentation submitted by case managers to determine whether paperwork is 

acceptable or whether adjustments/further documentation is needed. 

 Work with multiple case managers and provide technical assistance to staff in completion 

of all required paperwork.  

 Assist in the preparation and certification of participant files as required by federal and 

state audits. 

 Prepare participant vouchers for processing by the fiscal team. 

 Provide training/direction to staff based on federal rules and regulations and agency 

procedures. 

 Prepare monthly invoices for the billing.  Ensure all back-up information is provided in the 

approved format.  

 Provide back-up support for the EER Front desk: Greet customers and visitors at the 

YouthSource Front Desk.  Assist customers and help them gain access to the 

staff/services they need.  Answer phones and provide information. 

 Support other team members as needed.   

 Perform other related duties as assigned. 

EXPERIENCE, QUALIFICATIONS, KNOWLEDGE, SKILLS: 

1. Strong customer service skills, and demonstrated ability to work effectively in a multi-

disciplinary team. 

2. Experience in utilizing a database or databases, including thorough understanding of all 

screens, definitions, and data entry procedures. 

3. Strong ability to work in a team environment and complete all tasks in an effective and 

efficient manner.  
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4. Demonstrated experience in data quality assurance and providing technical assistance to 

staff. 

5. Intermediate to advanced proficiency of MS Word, Excel, Access, and Outlook. 

6. Skilled in operation of a variety of office equipment.  

7. Demonstrated ability to understand and execute complex verbal and written instructions 

and maintain confidentiality. 

8. Experience in basic mathematics, organizational skills and research skills. 

9. Demonstrated ability in use of proper English grammar, usage and spelling, and ability to 

suggest and make appropriated corrections. 

10. Demonstrated ability to prioritize workload, work under pressure with tight timelines and 

changing priorities. 

11. Excellent reading comprehension, reasoning, writing and oral communication skills are 

required. 

12. Demonstrated ability to work independently and as a team member in a diverse 

environment. 

13. Ability to be flexible and accept a wide-variety of tasks to support a changing and fast-

paced environment.  

Desired Qualifications: 

 Experience utilizing a database or databases for employment 

 Experience with programming for young people ages 16-21 years 

 Experience with DVR funding and programming 

 Experience with payroll processing and/or time tracking. 

 


