
 
 

Diversion Intake and  
Administrative Support Specialist 

 
Mary’s Place provides safe and inclusive shelter and services for women, children and families 
on their journey out of homelessness. We operate a women’s day center and several 24x7 
family centers/shelters in King County. We serve hundreds of families–moms, dads, and 
children–providing a safe place for them to be inside and together at night, along with food, 
showers, clothing, and access to housing and employment resources. We believe that no one’s 
child should sleep outside. 
 
Valuing diversity and championing equity are core values at Mary’s Place. Mary’s Place is an 
equal opportunity employer with a culturally diverse work environment and a commitment to 
social justice. 

Position Description 

The Diversion Intake and Administrative Support Specialist will provide services and staff 
support aimed to quickly house families who are experiencing homelessness. This position will 
work from a collaborative family resource center located in the Mt. Baker neighborhood of 
Seattle. The Diversion Intake and Administrative Support Specialist will respond to family needs 
by answering a phone line, managing the outreach request portal on the Mary's Place website, 
and supporting families who walk-in for services to navigate connection. This position will also 
provide support with data entry and data management for multiple Mary’s Place teams. A 
commitment to Housing First principles, trauma informed practices, racial equity, strong 
integrity, a keen eye for detail, and the ability to work quickly to problem solve under pressure 
are key qualities for this position. 

Key Responsibilities 

• Operate a Diversion assistance phone line, determine family eligibility, connect families to 
services and/or field questions from other providers and community members 

• Manage the Mary’s Place website Outreach Request Portal by reviewing incoming 
requests daily. Follow-up with all outreach requests that require more information 

• Prioritize outreach requests based on acuity of need and provide a daily referral list to the 
outreach team 

• Communicate with the on-call outreach specialist when a family is determined to have 
urgent need 

• Review the internal Agency database daily to determine new housing assessment 
uploads for outreach/diversion clients and create new HMIS (Homeless Management 
Information System) enrollments for all new clients 

• Communicate with outreach/diversion specialists about newly entered enrollments 



• Support shelter HMIS enrollments for specific shelter sites 
• Participate in weekly data and referral meetings 
• Serve as the point of contact for walk-in Family Resource Center diversion services 
• Greet all walk-in clients and assist them in connecting to requested services 
• Serve as the primary liaison between the Family Resource Center and the full 

outreach/diversion team 
• Work in partnership with outreach and community providers to connect with unsheltered 

families in need of diversion services and resolve housing barriers 
• Provide resource referral and follow-up assistance to families experiencing unsheltered 

homelessness 
• Accurately document and track all family interactions 
• Maintain accurate and confidential guest records and electronic files in database systems 
• Maintain accurate and timely statistics and documentation to meet program goals and 

contractual requirements 
• Participate in regular staff meetings 
• Adhere to staff guidelines as outlined in the Employee Handbook 
• Perform other duties as assigned by supervisor 

Skills/Qualifications 

• College degree in social services or related field; or equivalent experience working in 
shelter, social services, or case management 

• Familiarity with HMIS  
• Experience working in a shelter setting or with homeless population strongly desired 
• Basic knowledge of Housing First principles  
• Demonstrated problem solving, conflict mediation, and crisis management skills 
• Demonstrated ability to understand funder requirements and the importance of accurate 

and timely data collection/entry 
• Ability to work independently in a self-directed manner and as part of a team 
• Ability and willingness to work occasional evenings and weekends in response to family 

needs 
• Willingness and ability to work with people from a variety of racial, cultural, social, and 

economic backgrounds with various lifestyles, sexual orientations, and of all ages and 
genders 

• Attention to detail, interacting with others in-person and through email, using critical 
thinking skills to strategize, develop and implement business plans, create and edit 
documents, listen and participate verbally at meetings 

• A satisfactory driving record (required) 

Physical Requirements 

The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job. 

• While performing the duties of this job, the employee is regularly required to talk and hear 
• The employee is frequently required to stand, walk, use hands to finger, handle, or feel, 

type, and reach with hands and arms; and requires the ability to occasionally push, pull, 
lift and/or carry supplies up to 25 pounds 



• Work takes place in a social services environment where long periods of sitting, working 
on a computer, walking to various work areas, going up and down stairs, and standing 
are required 

• Travel to program sites and meetings outside the office and around the county are 
necessary 

 
In compliance with the ADA Amendment Act, should you have a disability that requires 
assistance and/or reasonable accommodation with the job application process, please contact 
the Human Resources department. 
 
Qualified individuals must be able to perform the essential duties of the position with or without 
accommodation. A qualified person with a disability may request a modification or adjustment to 
the job or work environment in order to meet the physical requirements of the position. Mary’s 
Place will attempt to satisfy requests as long as the accommodation needed is reasonable and 
no undue hardship to Mary’s Place would result. 

Details 

This is a full-time position including possible evening, weekend, and holidays hours as needed. 
Compensation for this position is $17-$19 per hour. In addition, Mary's Place offers the following 
benefits to full-time staff:  

Medical and dental insurance with the cost for core employee coverage paid at 100% by the 
company and competitive family rates 

• Unlimited use ORCA pass for a small deduction per pay period 
• 10 days paid time off (PTO) each calendar year (accrued by pay period) 
• 10 days of sick time each calendar year (accrued by pay period) 
• 9 paid holidays (8 designated company holidays and 1 day of choice) 
• Employee Assistance Program 

Mary’s Place is an Equal Opportunity Employer. 

How to Apply 

Applications accepted until the position is filled. Please submit cover letter and resume 
to ryand@marysplaceseattle.org. No phone calls please. Only applicants that receive an 
interview will be contacted. 
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