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JOB DESCRIPTION 
 

Job Title: Relationship Manager-Lending 
Reports To: Vice President, Lending 
Revision Date: July 28, 2017 
Location: Seattle, WA 
Status: Exempt 
 

POSITION SUMMARY 
 

In conjunction with appropriate Impact Capital staff, the Relationship Manager’s primary 
responsibility is to, originate, underwrite, close and manage loans for affordable housing and 
community development capital projects throughout the States of Washington and Oregon. 
Impact Capital provides “high touch” lending, so a major component of the work is providing 
technical assistance to borrowers throughout the process. The Relationship Manager is often 
called upon to provide technical expertise to borrowers in connection with the financing of 
affordable housing development/rehabilitation and community development projects. 
 

ESSENTIAL DUTIES AND RESPONSIBILITIES 

 Originate, Analyze, and underwrite loan products offered by IC for affordable housing and 
community development activities throughout the States of Washington and Oregon; 

 Prepare detailed written underwriting assessment of loan requests and present 
recommendations to the Loan Committee, Vice President, Lending and/or the President; 

 Close loans, approve loan disbursements, and manage loan portfolio; 

 Provide technical assistance to organizations requesting Impact Capital loan funds;  

 Represent Impact Capital at local consortia, conferences, etc.; 

 Assist the Vice President, Lending and the Associate Program Officer as needed with data 
collection, loan documentation, and portfolio management. 

 Meet origination goals determined by the Vice President, Lending. 

 Other duties as assigned. 
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KNOWLEDGE, QUALIFICATIONS, AND EXPERIENCE 
A combination of the experience, education, and training listed below which provides an 
equivalent background to perform the work of this position. 
 

Qualifications 

 Bachelors Degree in related field; 

 At least three years experience in lending or development of housing or commercial projects; 

 Experience in closing real estate transactions; 

 Experience and/or good familiarity with the operations of non-profit organizations; 

 Excellent written and oral communication skills; 

 Strong computer skills in word processing and spread sheets, preferably experience with 
Windows, Word, and Excel; 

 Demonstrated ability to work successfully with diverse constituencies; 

 Proven ability to work effectively with staff and board leadership of non-profit community 
development organizations; 

 Ability to work independently; and 

 Ability to travel within Washington and Oregon as needed. 
 
Preferred Qualifications 

 Familiarity with affordable housing, community, and economic development issues and 
financing sources; expertise in asset management a plus. 

 Experience with community development issues in a variety of settings including urban, 
suburban, small town, and rural areas. 

 Experience working as a lender, developer, funder, or technical assistance provider to 
community-based organizations. 

 
 

Physical Demands / Working Conditions: 
The physical demands and characteristics of the work environment described here are 
representative of those occurring in the performance of the essential functions of this job. 
Reasonable accommodations may be made to enable individuals with disabilities to perform the 
essential functions. While performing the essential functions of this job, the employee is 
frequently required to stand; walk; sit; use hands to finger, handle, or feel objects, tools, or 
controls; and talk or hear. The employee is occasionally required to reach with hands and arms 
and stoop, kneel, crouch, or crawl. The employee must occasionally lift and/or move up to 20 
pounds. Specific vision abilities required by this job include close vision, distance vision, 
peripheral vision, depth perception, and the ability to adjust focus. This position works in an 
office, and the noise level in the work environment is usually low to moderate. While performing 
the duties of this job, the employee is occasionally exposed to toxic or caustic chemicals, i.e. 
copier toner.  
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This position description generally describes the principle functions of the position and the level 
of knowledge and skills typically required.  It does not constitute an employment agreement 
between the employer and employee, and it is subject to change as the needs of the employer 
and the requirements of the job change. 

 
 

Please send your resume, a letter of interest, and salary requirements to 

HR@impactcapital.org. 
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