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AREA OF INTEREST

Q senFranasco, ca

e

POSITION TYPE SALARY / HOURLY

Real Estate Development  Full-time Hourly

General Description

Mercy Housing is looking for people who want to create a more humane
world where poverty is alleviated, communities are healthy, and all
people can develop their full potential. We believe that affordable
housing and supportive programs improve the economic status of
residents, transform neighborhoods and stabilize lives.

We are currently looking for a ProjeZt Assistant Il. The successful
candidate will perform real estate development, community
development, administrative, technical tasks, and analysis under the
supervision of Project Developers in the development of housing
projects.

*This is a brief description summarizing the abilities and skills needed
for the position.**

Location

MHI San Francisco-MHSFR

Requirements

Education: Bachelor's degree in economics, planning, or related
field strongly preferred. Other professional qualifications
preferred.

Experience: Minimum of 3 years of demonstrated experience in
related work, preferably as a Project Assistant in an affordable
housing organization.

Abilities:

* Communicate clearly, both verbally and in writing.
* Proficiency in Microsoft Office Suite software.

* Produce and analyze financial spreadsheets.

* Relate positively to people from diverse backgrounds and
professional levels.

* Maintain confidentiality with regard to privileged legal and
financial matters.

* Maintain multiple projects and prioritize tasks.

* Strong attention to detail.

* Treat a variety of people with respect and compassion.

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

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

ESSENTIAL JOB FUNCTIONS/RESPONSIBILITIES

1. Assists Developers in coordinating with other Mercy Housing
Gepartments to determine project feasibility, ensure regulatory
compliance and to facilitate a successful transition from
development to operations.

2. Coordinates resident relocation plans as necessary.

3. Performs tasks necessary to obtain local approvals and
neighborhood acceptance of proposed housing projects, including
submitting land use applications, attending hearings and
neighborhood meetings, and fostering a team approach to
obtaining neighborhood acceptance.

4. Performs tasks necessary to gather resident input and
acceptance of rehabilitation projects.

5. Coordinates the activity of architects, contractors, and other
members of the Development team. Provides updates to the
Project Developers as necessary.

6. Prepares and submits funding applications in accordance with
all requirements of the funder.

7. Performs all types of administrative tasks associated with
housing development.

8. Provides support and training to other Project Assistants as
requested

9. Meets regularly with the Developers and Director of Housing
Development and provides written and oral progress reports as
requested

10. Deal professionally with the privileged legal and financial
matters of the organization.

11. Work with cities, counties, community groups, civic
organizations, religious communities, health care institutions, and
others to create opportunities, plans, and support for the
development of affordable housing.
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