Administrative Assistant

Traverse City Housing Commission (“TCHC”) is seeking qualified applicants for the skilled and responsible
position of Administrative Assistant. This is a 24-hr/week, part-time position. This position provides
administrative support to the management team of the Commission. Successful candidate must possess
excellent organizational, writing, and people skills (especially with diverse populations).

Associate or bachelor’s degree preferred. Some knowledge of Housing Voucher Programs is preferable
but not required. Wage range $24-529/hr DOQ. Job Description available upon request.

Resume and cover letter due by 5:00 PM EST, November 9, 2026. Please submit resume and cover letter
to: Traverse City Housing Commission, 150 Pine Street, Traverse City, Ml 49684 or e-mail:
kfulmer@tchousing.org. Completion of Housing Commission application required upon hiring.

TCHC is an Equal Opportunity Employer.
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