
 

Invites Applications for the Position of:  

  

Housing Finance Underwriter Project Program Manager II  
 

Apply online at http://www.kingcounty.gov/jobs  
 

King County is committed to equity and diversity in the workplace. In addition, the county is committed to recruiting and 
maintaining a quality workforce that shares our guiding principles: collaborative, service-oriented, results-focused, 

accountable, innovative, professional and fair and just. 

OPENING DATE/TIME: 05/30/18 12:00 AM (GMT -8:00)  

CLOSING DATE/TIME: 06/14/18 11:59 PM (GMT -8:00)  

SALARY: $34.33 - $43.52 Hourly  

LOCATION: Chinook Building - 401 5th Ave, Seattle  

JOB TYPE: Career Service, Full Time, 40 hrs/week  

DIVISION: Department of Community & Human Services  

JOB NUMBER: 2018SC8194  

SUMMARY:  

The Department of Community and Human Services (DCHS) provides equitable opportunities for 

people to be healthy, happy, self-reliant and connected to community. 

 

The central focus of this position is to promote, underwrite and manage real estate transactions 

that support the full spectrum of King County's affordable housing goals, from housing set-aside 

for people experiencing homelessness, to system-connected housing that support people who are 

re-integrating into the community from hospitals or institutions, to transit-oriented development 

projects that are affordable to low- and moderate-income households. Types of projects include 

new construction, acquisition and rehab/preservation of rental and for-sale housing. 

 

WHO MAY APPLY: This position is open to all qualified candidates that meet the minimum 

qualifications.  The Department of Community and Human Services values diverse perspectives 

and life experiences.  The Department encourages people of all backgrounds to apply, including 

people of color, immigrants, refugees, women, LGBTQ, people with disabilities, veterans, and 

those with lived experiences of housing instability. 

  

REQUIRED MATERIALS: Candidates who wish to be considered for this position must submit an 

online King County application and respond to the supplemental questions. 

  

http://www.kingcounty.gov/jobs


WORK SCHEDULE/CONDITIONS:  This position is eligible for overtime (nonexempt) with 

supervisory preapproval.  The typical work week is normally Monday through Friday, 8:00 a.m. 

to 5:00 p.m.   

  

RECRUITER: Susan Churchill:  susan.churchill@kingcounty.gov  

JOB DUTIES:  

 Review and analyze project proposals, conduct feasibility analyses, underwrite 

transactions with multiple funding sources and make funding recommendations for 

affordable housing projects that meet housing objectives throughout the County.  

 Effectively advocate for King County affordable housing objectives during project 

negotiations and in meetings with stakeholders such as other public funders; participate 

in working groups as needed.  

 Meet with Developers and other key stakeholders to discuss and identify challenges and 

opportunities for potential projects in their planning stages.  

 Assist in the development of Request for Proposal (RFP) materials for housing capital 

and/or site availability.  

 Manage complex and time-sensitive real estate closings, including conducting proper due 

diligence with assistance from counsel, negotiating loan terms with borrower and partner 

funders, and drafting/reviewing contracts and loan documents to ensure the County's 

regulatory requirements, interests, and resources are accurately reflected.  

 Oversee contracts independently during the construction phase, monitor construction 

progress and coordinate review/approval of funding disbursements with the fiscal 

department.  

 Collect due diligence and manage project close-out; maintain project and database files.  

 Work collaboratively with the Housing Finance Program team, across departments, and 

with external partners to deploy funding resources to address housing needs.  

 Respond to inquiries and provide technical assistance to borrowers and co-workers across 

County departments.  

 Perform other related duties or special projects as assigned. 

EXPERIENCE, QUALIFICATIONS, KNOWLEDGE, SKILLS:  

1. Bachelor's degree in public administration, real estate, finance or related field and/or 

equivalent education and experience.  

2. Minimum of two years related work experience in affordable housing finance, community 

development finance or real estate industries with demonstrated recent experience in 

underwriting housing transactions (both rental and homeownership) involving multiple 

local, state and federal resources such as 4% low income housing tax credit bond 

transactions.  

3. Excellent oral and writing skills with the ability to communicate effectively and work with 

a diverse population.  

4. Demonstrated ability to work with a variety of stakeholders and project partners with 

sometimes varying objectives.  

5. Strong facilitation, negotiation and creative problem-solving skills.  

6. Ability to work in a collaborative manner as a team member both internally and externally 

with staff, service providers and members of the public.  

7. Proficient skills in Microsoft Office Suite:  Word, Excel, Outlook and the internet.  

8. Desired Qualifications:  



1. Demonstrated knowledge of mixed income/mixed use and transit-oriented 

development projects.  

2. Working knowledge of issues facing the affordable housing industry, specifically 

the local issues of King County.  

3. Financial modeling and data manipulation skills, such as the ability to analyze 

several financial scenarios and analyze data to predict outcomes.  

 


