
 
 

Colorado Springs Housing Authority    

An Equal Opportunity Employer 

      JOB ANNOUNCEMENT 
Posting Date:                                                                         Closing Date:                      

   
Administrative Assistant Clerk �  Public Housing 
 

Salary Range:  $2,918.93 monthly                                                                    OPEN COMPETITIVE POSTING 
 

FLSA Status:     Non-exempt 
 
 

JOB SUMMARY:  In this position, you will perform a variety of clerical and record keeping duties to support the 
Housing Authority of Colorado Springs. You will greet clients and provide information about public housing 
policies and procedures, and general information to the community, establish and maintain eligibility 
accounts/data to ensure that files are complete, and meet Housing and Urban Development and Colorado 
Housing and Finance Authority guidelines to maintain client housing eligibility, and follow through on all pending 
documentation to ensure that clients become or remain eligible for public housing assistance and programs.  
 
Examples of skills, knowledge, and abilities this position requires include the following: knowledge of modern 
office procedures, methods, and equipment, including computers; principles and procedures of record keeping; 
accurate spelling, punctuation, and grammar; principles of business letter writing and basic report preparation; 
and knowledge of intake processes and maintaining eligibility for public housing or other public assistance 
organizations.  
 
 
 MINIMUM QUALIFICATIONS:  Equivalent to the completion of the twelfth grade (high school diploma or 
GED). One year of responsible clerical or related support experience. 
 
 
 
DESIRABLE QUALIFICATIONS:  Three years of responsible clerical or related support experience. 
Specialized training in clerical practices, accounting, typing, and other related fields. Ability to speak Spanish. 
 
 
 

Filling of this position will be subject to Section 3 requirements as directed by the Department of Housing and Urban 
Development. Additional information will be required following submission of an initial application from the applicant if 
chosen for an interview. For more information about Section 3 requirements, please go to 

https://www.hud.gov/section3 
 

 
 

 
Take a Photo of the code to apply or go to WWW.CSHA.us 

 


