
 

We’re hiring an Employment 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 

We are seeking a passionate individual with great organizational skills to join our Employment 
Services Team. Under the supervision of the Employment Services Director, the Employment 
Specialist works collaboratively to assist homeless women and families obtain job readiness 
skills, connect with jobs and job training resources, and prepare to enter long-term employment. 
Additionally, you will work with families who have an income to achieve financial stability 
through financial literacy, education and assistance.  

Key Responsibilities 

 Assess individual’s job readiness, occupational training needs, and/or need for additional 
community resources within the employment and financial literacy fields. Work with the 
individual to develop clear and realistic employment and educational objectives. 

 Research employment partners on behalf of Mary’s Place guest and connect best fit 
candidates. 

 Ability to travel throughout King County to meet with clients where they are residing. 
 In collaboration with the Mary's Place Employment Services Director, provide individuals 

with support services, and/or make referrals to other community agencies to resolve 
employment barriers. 

 Provide individual and group job search preparation and training to explore and develop 
the habits and attitudes needed to be successful in the workplace. 

 Coach clients in developing job skills, building resumes, writing cover letters, etc., and 
provide clients with job search information. 

 Maintain complete and accurate client files, including outcomes and program results. 
 Work with group and individual volunteers to assist guests, ensuring that volunteers are 

treated with respect and gratitude. 
 Work closely with Empower U Interns to help provide program structure and employment 

skills.  



Skills/Qualifications Required 

 Experience in social services, social work, education, or related field desired 
 One to two years of experience performing work related to career assessment and 

planning, support services, occupational training, workplace readiness, job placement, 
records maintenance and outcomes reporting preferred  

 Access to reliable transportation and the ability and willingness to travel throughout King 
County and work from multiple sites 

 Understanding of issues related to poverty, homelessness, and the educational and 
social service systems that serve low-income people 

 Sensitivity to the needs of clients who are low-income, diverse, and multi-ethnic 
populations and/or impacted by domestic violence, substance abuse or other barriers to 
employment 

 Strong oral, written, and interpersonal communications skills 
 Highly motivated, resourceful, flexible, and possesses a positive attitude  
 Ability to work successfully in a collaborative, flexible, team-oriented organization 
 Ability to understand and maintain appropriate boundaries  
 Proficient in Microsoft Office suite, including MS Word, Excel and Outlook 365  
 Ability and willingness to work a flexible schedule, including weekends, and evenings as 

needed 
 Strong understanding of and commitment to the Mary’s Place mission of empowering 

homeless women, children, and families to reclaim their lives 
 Ability to speak additional languages is a plus 

 Ability and willingness to work a flexible schedule as needed 

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 siting, 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. 

 Efforts like 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. 

Details 

This is a full-time, non-exempt position which may require some evening, weekend, and holiday 
work. The pay rate for this position is $17.00 to $19.00 per hour, depending on experience.  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 very 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   
 Short and long term disability insurance 

How to Apply 

Applications accepted until the position is filled. Please send cover letter and resume to: 
jobs@marysplaceseattle.org No phone calls please; only applicants selected for interviews will 
be contacted. 
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