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MERCY HOUSING NORTHWEST 

REAL ESTATE DEVELOPMENT PROJECT ASSISTANT I 

                                  

Mercy Housing Northwest (MHNW) is a progressive, highly-regarded nonprofit housing 

corporation that develops, owns, manages and provides resident services in affordable housing.  

In Washington State, MHNW owns 48 multifamily developments with over 2,000 affordable 

rental units.  Our website link is:  http://www.mercyhousing.org/washington 

 

MHNW is seeking to hire a Development Project Assistant I, to perform real estate development, 

community development, administrative, technical tasks, and analysis under the supervision of 

Project Developers.  MHNW has an active real estate pipeline and this position will have an 

opportunity to gain exposure to a range of projects.    

 

To see the complete Job Description and to Apply:  http://www.mercyhousing.org/Careers  

 

If you have any difficulty in submitting the application, or if you have questions about the 

position, you may contact Colin Morgan-Cross at cmorgan-cross@mercyhousing.org 

 

Open until filled. We hope to have this position filled in January 2018.  
 

 

 

GENERAL DESCRIPTION:    Provide administrative and technical services and analysis to the real estate 

development team for new development, relocation/ community development, and rehabilitation of 

housing projects. 

 

I. QUALIFICATIONS: 

 

Education: Bachelor’s degree in business, planning, communications, or related field strongly 

preferred.   

  

Experience: Minimum of 1 year of demonstrated experience in related work, preferably low-income 

housing. 

  

Job Type: Hourly 

  

Abilities:  

  Detail oriented, especially in creation and analysis of financial spreadsheets.   

 Relate positively to people from diverse backgrounds and professional levels.  

 Maintain confidentiality with regard to privileged legal and financial matters. 

 Take direction and ask questions to ensure complete understanding. 

 Multi-task and prioritize duties 

 Excellent interpersonal skills, verbally and written communication. 

 Computer proficiency level in Microsoft Office Suite software. 

 Treat a variety of people with respect and compassion 
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  Represent Mercy Housing in a professional manner at all times 

 Understand and commit to the Mission and Values of Mercy Housing. 

 

II. ESSENTIAL JOB FUNCTIONS/RESPONSIBILITIES 

 

A. TECHNICAL/FUNCTIONAL                            

 

1. Creates, composes, and prepares correspondence, including tenant/community notices, and 

distributes out-going correspondence via fax, mail, or e-mail, as needed. 

  

2. Writes and edits various materials utilizing Word and Excel, as needed. Independently 

manages administrative functions for division/site. 

  

3. Schedules and confirms meetings, conference calls, and meeting spaces. 

  

4. Attends project meetings with consultants, tenants and other stakeholders, as needed. 

  

5. Acts regularly as a liaison with internal departments, outside vendors and other parties. 

  

6. Assists with tenant/project files or database. Produce reports as requested. Maintains and 

control confidential materials. 

  

7. Prepares check requests, invoicing, contracts, division plans and budgets/proformas for 

review by manager. 

  

8. Prepares project financial analysis, narratives and prepares applications/proposals for 

funding. 

  

9. Performs other tasks as requested to ensure the smooth functioning of the division/site and 

other activities. Assists with various division/site projects and supports the team. 

 

10. Meets regularly with supervisor and provides written and oral progress reports as requested 

Print Name  


