
 

 

Title:  
Housing Developer Assistant 

Date Open: 
2/22/2016 

Date Closed: 
Until Filled 

Department:  
Development / New Projects AHA 

Reports to:  
VP of Housing and Community Development 

Status:  
Full Time with Benefits 

FLSA:  
Non-Exempt 

Starting Salary/Hourly Rate:  
Level G 

 

Position 
Descriptio

n: 
 

 

 

The Housing Development Assistant is responsible for providing comprehensive logistical and 
operational support in the planning and development of affordable housing projects that are designed 
to meet the housing and supportive services needs of low-income individuals or families.  At any 

given time, the Housing Development Assistant will support multiple projects in various stages of 

development.   

 

Essential 
Functions: 

 
Key Responsibilities:  

1. Evaluates and procures due diligence materials and consulting services in conjunction with 

real estate closings and acquisitions. 
2. Coordinates various aspects of construction oversight and planning with the Owner’s 

Representatives and construction team. 

3. Researches and secures sources of predevelopment, construction and permanent financing 
from public and private sources, including timely submission of highly complex and time-
sensitive funding applications. 

4. Serving as back-up to housing developers by having a working knowledge of real estate 
development processes and project-specific details. 

Project Feasibility Analysis 

 Assists housing developer in researching and gathering information required for project 
concept development, including soliciting the appropriate organizational staff for data. 

 Works with housing developer in developing multi-million dollar capital budgets and operating 
pro formas. 

 Prioritizing and carrying out complex preliminary due diligence including soft cost research, 

environmental analysis, specification analysis, market analysis, financial feasibility, and 
preparation of presentations. Assists development team through feasibility analysis; 
coordinating with internal staff and outside consultants to arrive at recommendations for 
successful projects. 

 Coordinates land acquisitions, including the preparation of purchase and sale agreements, 

option agreements, boundary line adjustments, lease agreements and required 
documentation for other land use approvals. 

 Reviews survey/title issues and works with developers and attorneys to clear title prior to 

acquisition. 

 Assists with vendor procurement consistent with agency Legal Protocol and public funding 
requirements. 

 Ensures and oversees the coordination of the contract review process for the Community 

Development Center as outlined in the Legal Protocol. 

 Maintains accurate project files and prepares project status reports for the housing 

development team. 

 Represents CCSWW/CHSWW at neighborhood meetings, public meetings, land use hearings, 
etc. 

Project and Construction Management 

http://www.ccsww.org/site/PageServer?pagename=homepage


 Works with housing developers to coordinate the construction contract/bidding process 

 Assists housing developers in managing the design process with architects including securing 

all land use and building permits. 

 Under the direction of the project manager, processes and maintains accurate and functional 

filing system for all construction process documents including draws, pay applications, 
change orders, meeting minutes, etc. 

 Works with design and construction teams to ensure attention is given to special-user needs, 
project budget, timelines, and lender/investor requirements. 

Funding Source Development 

 Works with finance and agency leadership to explain and understand loans, contracts and 

other legal documents related to housing development projects. 

 Prepares and coordinates applications for state and federal resources, including housing 
grants and loans, Low-Income Housing Tax Credits, rental assistance, and/or public services. 

Project Close-out 

 Facilitates the preparation and completion of appropriate compliance reporting to city, county, 
state, federal and private funding partners. 

 Facilitates completion of necessary cost certifications with accounting staff and third-party 
consultants. 

 Oversees archiving of project files. 

Serving Mission through Housing and Health 

 Works with Champions/case managers/community leaders to understand needs of resident 
populations and thoughtfully address those needs in new housing developments. 

 Works with developers and architects to incorporate building life cycle considerations and the 
unique needs of different resident populations into each project. 

Reports to: VP of Housing and Community Development 

Job 
Qualificati

ons: 
 

 
 

 

 

 Education or experience in Human Services, Land Use Planning, Real Estate/Finance, 
Construction Management, Architecture/Design, Engineering, Government Contracting. 

 AA in one of the above disciplines or a combination of equivalent training and work 

experience. 

 Proficient in MS Word and Excel. 

 Excellent written and communication skills. 

 Ability to be self-motivated with a desire to learn.  

 Quick learner/ability to problem solve by connecting information from previous projects and 
identifying industry resources. 

 Strong attention to detail with the ability to maintain organization and follow-through.  

 Able to change frequently between tasks and maintain work quality. 

 Experience conducting research. 

 Applicant must successfully pass required background checks prior to an offer of employment. 

 Ability to work both independently and as a member of a team. 

 Support and uphold the mission, beliefs and values of Catholic Community Services and 
Catholic Housing Services. 

 Demonstrates the necessary attitudes, knowledge and skills to deliver culturally competent 
services and work effectively in multi-cultural situations. 

 


