
ADMIN ASSISTANT / RECEPTIONIST / DESIGN ASSISTANT

Degen & Degen, a Seattle-based architecture and interior design firm practicing throughout the United States is seeking a full-time, 
Administrative Assistant to support our downtown office of 15+ design professionals. Work in a positive and sometimes fast-paced 
office with a team of talented and fun people.

We are a hospitality design firm specializing in hotels, resorts and large-scale multifamily projects.  The ideal candidate would embody 
the principles of hospitality in their work and interaction with guests and team.

The ideal candidate would have D&D DNA (see website) and a ‘can-do’ attitude in everything they do.  This position requires 
excellent communication skills, both verbal & written and a friendly yet highly professional demeanor both in person and on the 
phone.   As the first point of contact for the firm, professional conduct and appearance are crucial and mandatory at all times.

Email cover letter, resume, salary requirements to Melissa@ddseattle.com.  

      
1402 Third Avenue  Suite 1100  Seattle, Washington,  USA  98101

 tel 206 623-6368  fax 206 623-6548  www.ddseattle.com

QUALIFICATIONS / SKILLS

• Experience and/or interest in the Architect/Engineer 
(A/E) industry, design or construction fields preferred.

• Higher education degree preferred.

• Capable of multi-tasking, prioritizing and follow through.

• Experience with multi-line telephone systems, copiers, 
scanner and printers.

• Pleasant, professional and upbeat in-person and on the 
phone. 

• Responsibility, reliability and initiative.

• Energetic, highly organized, accurate and self-motivated.

COMPUTER SKILLS

• Advanced proficiency with Microsoft Office, Adobe Suite 
and other business and graphic programs.

• Design or graphic design experience would be viewed as 
a bonus qualification enabling opportunity for design-
assist or marketing-assist in conjunction with routine 
responsibilities as Admin Assist/Receptionist.

RESPONSIBILITY OVERVIEW

• Hours Hours Monday-Friday, 8:00 AM to 5:00PM.

• Provides Welcoming front desk and phone reception.

• Manage and maintains the conference room: 
refreshments, supplies, tech set-up, schedule, etc.

• Manage mail, couriers and shipping.

• Daily office up-keep including light office and kitchen 
housekeeping, plants, etc.

• Assist senior management and staff with travel needs, 
scheduling and correspondence.

• Support Admin Team in keeping the office running 
smoothly.

WORK LIFE AT DEGEN & DEGEN

• Friendly, upbeat group of professionals who love their 
work.

• Well-known firm in the industry with excellent 
reputation nationwide.

• Open plan office with spectacular view of the Puget 
Sound.

• Central downtown location in immediate proximity to 
all bus and light rail transit routes.

• Supportive of family and personal interests.

• Superior benefits - bus pass, health, dental, vision and life 
insurance, retirement plan and annual bonuses.

• Salary depends on experience.  Candidates only, no recruiters please.


