
MERCY HOUSING 

 

SENIOR ASSET MANAGER 

 

1 of 4 
C:\Users\Loren\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.Outlook\ZB347ZBV\Senior Manager Asset NW JOB 
POSTING ONLY FINAL 04-20-2016.docx 

Job Code: AM0003 Pay Grade: E06 Approved: Audrey Stepp 

       

Supervisor: Senior Vice President of Portfolio Management Date: 04/20/2016 

 

GENERAL DESCRIPTION: Responsible for the oversight of a complex portfolio of approximately 30+ Family and Senior 

LIHTC and USDA RD properties located throughout Washington State.  Oversee and maintain portfolio(s)’ 

performance, maintenance, management of budgets and asset business plans, risk mitigation and reporting in order 

to maximize financial health and long-term viability.  Assists the SVP of Portfolio Management with the oversight and 

internal control of assets within the geographic portfolio.  Build and maintain productive relationships and effective 

communications with all partners (internal and external) through collaboration.  Other duties include investor 

reporting, partnership cash flow calculations, review and monitoring of financial operating statements, risk rating and 

watch list management among others.  

 

To apply, please email a resume and cover letter to:  

Melissa Clayton 

Senior Vice President of Portfolio Management 

Mercy Housing 

1999 Broadway 

Suite 1000 

Denver, CO 80202 

mclayton@mercyhousing.org 

 

For more information on Mercy Housing please see our website mercyhousing.org 

 

I. QUALIFICATIONS 

 

EDUCATION: Bachelor’s degree in real estate, finance, business, or related field preferred. 

 

EXPERIENCE: Minimum of four (4) years of real estate industry experience, preferably affordable housing, 

USDA RD or multifamily real estate. 

 

ABILITIES:  

 

1. Achieve results for the organization with and through other people utilizing creative and innovative solutions. 

Work successfully in a collaborative manner that involve Interdepartmental relations.   

2. Excellent written, verbal communication and relationship management skills. 

3. Strong time management and organizational skills with attention to detail and technical project 

management. Work on several projects at the same time. 

4. Work with minimal supervision but provide regular updates to supervisor. 

5. Ability to make contractual and expenditure decisions within corporate guidelines. 

6. Read, interpret, and comment on financial statements and legal documents. 

7. Advanced proficiency in MS Office suite and property management software i.e. YARDI and Excel. 

8. Treat a variety of people with respect and compassion. 

9. Represent Mercy Housing in a professional manner at all times. 

10. Understand and support the mission and values of Mercy Housing. 

  

https://mail.mercyhousing.org/owa/redir.aspx?C=a8feca18aa2c47e5808a27a5aeab31c0&URL=http%3a%2f%2fwww.mercyhousing.org%2f
http://www.mercyhousing.org/
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II. ESSENTIAL JOB FUNCTIONS/RESPONSIBILITIES 

 

A. TECHNICAL/FUNCTIONAL  

 

1. Review for approval annual and strategic plans and budgets for each property in portfolio(s). Participate 

and oversee the development and collaboration of a written management plan for each property in the 

portfolio with lead responsibility for workout property plans. This will include annual operating budget, 

capital expenditure expectations, strategic recommendation(s), compliance report timing, replacement 

and operating reserve management, assessment of local market conditions and cash flow forecasting. 

Create and recommend an Asset Management Business Plan annually. Work with Property 

Management and Accounting on Cash Management and payables. 

  

2. Participate in the preparation of long-term strategic financial and capital improvements plans for the 

portfolio. 

  

3. Handle the preparation, review, and delivery of financial reports and analysis for the properties in the 

portfolio(s), ensuring that the Asset Management team or other departments within Mercy are 

exhibiting appropriate oversight of KPIs, performance, mortgages, taxes, insurance premiums, etc. 

Review and manage distribution of financial statements and other related reports to all third-party 

investors, lenders, and funders for all properties in the portfolio. 

  

4. Build and maintain owner’s and Mercy’s relationships with local and regional offices of various 

regulatory agencies that have a stake in the asset’s performance. Collaborate with Property 

Management, Resident Service, Development, and Accounting groups in all phases of ownership, 

budgeting, and reporting for all the properties in the portfolio. 

  

5. Collaborate and maintain relationship with housing developers and underwriters as part of policy 

setting for potential developments/acquisitions. 

  

6. Work with our national tax consultant and ensure we are filing appeals, applying for waivers and making 

sure annual tax payments are paid on time to avoid late fees. 

  

7. Perform annual property site inspections, complete site inspection form and photographs. Attend all 

investor or regulatory inspections where appropriate. 

  

8. Prompt resolution of life/safety issues and compliance with Fair Housing. 

  

9. Preparation of the bi-monthly NW board meeting documentations and presentation. 
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B. AMERICANS WITH DISABILITIES ACT (ADA) REQUIREMENTS 

 

Physical: Occasionally required to push/pull object less than 30 pounds, walk, climb stairs and enter/exit 

buildings that are under construction, occasionally, without normal ingress/egress available. 

  

Sensory: Frequently required to read fine print on documents.  Able to speak clearly and make self 

understood, while also understanding others using the English language. 

  

Cognitive: Continuously able to understand and relate to concepts behind specific ideas and remember 

multiple tasks/assignments given to others over a period of days.  Able to concentrate on 

moderate detail in both office and field with moderate interruption. Able to attend task/function 

for more than 60 minutes at a time. 

 

III. OTHER FUNCTIONS 

 

1. Other duties as assigned. 

 

2.   

 

I have reviewed and understand the essential functions, values-based behaviors, and ADA requirements of this job 

description and am able to perform each function  

 

PLEASE CIRCLE ONE (1): WITH or WITHOUT  accommodation.   

 

I further acknowledge that this job description is a general description of the duties of this position and changes in 

responsibilities may be required by my supervisor periodically. 

 

 

   

Signature  Date 

 

 

Print Name   
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IV. VALUES-BASED BEHAVIORS 

 

1. Listens attentively to others.  Asks clarifying questions to gain a better understanding of the other person’s views 

and assumptions.  Is compassionate for the life circumstances of others. 

 

2. Works effectively in a team environment and actively participates in joint problem solving; willingly cooperates 

with co-workers. 

 

3. Identifies and takes advantage of opportunities for personal and professional development. 

 

4. Coaches and encourage individual employees and teams.  Encourages the professional and personal 

development of staff.  Positively recognizes the accomplishments of staff in own work group and other areas of 

Mercy Housing. 

 

5. Comes to meetings prepared and on time; honors work commitments; follows through on what was agreed upon; 

meets agreed upon deadlines. 

 

6. Collaborates with other work groups, Mercy Housing organizations, and outside organizations as appropriate, in 

a proactive and responsive manner. 

 

7. Honors the private and confidential matters of co-workers.  Protects the proprietary information of Mercy 

Housing. 

 

8. Follow rules, regulations, and policies.  Positively contributes to implementing changes. 

 

9. Communicates courteously and effectively with others.  Sets clear expectations. 

 

10. Reinforces the importance of the core values within the work group and the larger organization by acknowledging 

behaviors that demonstrate or reflect Respect, Justice, and/or Mercy. 

 

11. Deals with issues directly, in a respectful and timely manner.  Approach focuses on resolving the issue while not 

criticizing the person. 

 


