Project Manager

Department: Development

Office: Foster City Office

Location: Foster City, CA

MISSION AND VALUES

MidPen Housing is a non-profit organization that develops high-quality affordable housing communities, professionally manages the properties in those communities, and provides services to residents. The three affiliated corporations are MidPen Housing, MidPen Housing Management Corporation and MidPen Housing Services Corporation.

To provide safe, affordable housing of high quality to those in need; to establish stability and opportunity in the lives of residents; and to foster diverse communities that allow people from all ethnic, social and economic backgrounds to live in dignity, harmony and mutual respect.

MidPen Housing associates advance a culture of belonging, inclusion, diversity, and equity to effectively bridge across differences that are representative of the communities we serve. We seek to have a high performing, inclusive, and engaged workforce that is centered around constant learning.

SUMMARY

The Project Manager is part of the Development Department, working with project teams to support the development of affordable housing communities, including the entitlement, financing, design, construction, leasing, and on-going maintenance of new construction and renovation projects. Project Managers are supervised by a Director of Housing Development or Associate Director of Housing Development and perform a variety of complex tasks involving administrative, analytical, and project management functions in a dynamic professional environment. A Project Manager must use considerable judgment and initiative to determine and effectuate the approach or action to take in non-routine situations. Responsibilities included representing MidPen to vendors and external partners, negotiating and preparing internal and external documents, creating content for competitive affordable housing and other financing applications, and managing real estate development projects in a manner that supports the growth and consistent quality of the Development Department's work and the affordable housing industry. Project Managers are expected to bring experience and expertise in the real estate development cycle to the position. The Project Manager is responsible for managing all aspects of the development process for new construction, acquisition and rehabilitation projects, and is responsible for ensuring the successful execution and completion of financially and operationally viable developments in a timely and cost-efficient manner.

ESSENTIAL DUTIES

• Due diligence for development sites, including consultant selection, review and analysis of reports, assessment of potential risks and associated costs, and recommendations for risk mitigation and next steps.
• Analyze sites for financial feasibility, program capacity, and community reception of affordable housing.
• Prepare and update financial models for potential sites and assigned projects with minimal errors and well-reasoned assumptions; structure assigned projects to be viable and competitive for current affordable housing financing
• Obtain and close financing for the development, including taking the lead in negotiations and execution
• Prepare and submit financing packages
• Clearly document loan and partnership terms for file and for approval, including internal review and incorporation of preferred terms
• Using the MidPen standard proforma, create and maintain up-to-date financial models that accurately reflect the project budget, expenses to date and anticipated, and financing plan

• Maintain accurate budget and schedule for review by the Development Directors, Vice President of Real Estate, and other internal partners.
• Ensure that the building program, financing plan, and operating budget/reserves meet MidPen standards
• Apply for and obtain required government permits and approvals
• Manage a team of design consultants through the process of obtaining planning approvals
• Manage the community acceptance process
• Manage the building permit process and secure all necessary permits

• Lead a development team, including architects, engineers, contractors, attorneys, and other consultants through the development process
• Lead the design process, adhering to MidPen's pre-construction process and implementing the MidPen Building Guidelines
• Solicit, evaluate, negotiate, and monitor contracts using MidPen's standard contract templates and engaging legal counsel as appropriate
• Monitor project costs, materials, and schedule through construction

• Initiate and maintain coordination with all internal stakeholder departments including Property Management and Services
• Prepare, maintain, and execute a critical path project schedule, including key project milestones
• Communicate schedule and budget changes, impacts, and resulting plans in a timely and accurate manner
• Prepare reports to the Board of Directors regarding project status and requests for authorizations as necessary and in line with MidPen policies
• Represent the corporation in a professional manner in front of public bodies and at industry events
• Network with appropriate groups and individuals

Performs other assignments as requested.

QUALIFICATIONS

To perform this job successfully, an individual must be a individual must be able to perform each essential function satisfactorily. The requirements listed below are representative of the education, knowledge, skill, and/or ability required.

EDUCATION AND EXPERIENCE

• Bachelor's degree, with a minimum of two years' experience in Urban Planning, Housing, Community Development, or a related field, or Associate's Degree with a minimum of four years' experience in Urban Planning, Housing, Community Development or a related field.

KNOWLEDGE, SKILLS AND ABILITIES

• Experience securing entitlements and financing for at least one completed affordable housing development for which the person had primary responsibility during all phases of development
• Ability to effectively engage and present to community representatives, including persons with diverse economic and educational backgrounds, in the real estate and community development process.
• Ability to read, interpret, and identify areas of corporate risk in documents such as building and zoning codes, operating, and maintenance instructions and procedure manuals. Ability to write reports and correspondence.
• Experience working with Federal, State, Local and Private sources of financing, for low-income housing, including Low Income Housing Tax Credits.
• Ability to prepare financial feasibility analysis, conduct research and prepare narrative reports and proposals
• Critical thinker with the ability to solve practical problems, tackle new projects and deal with a variety of concrete variables in situations where only limited information exists
• Experience or interest in supervision and mentorship
• Demonstrated ability to communicate professionally and effectively via phone and in writing with site staff and internal partners, and external vendors, including providing direction and guidance to project teams as appropriate.
• Demonstrate good political instincts and judgment
• Ability to work in fast-moving, flexible environment and maintain priorities and project management skills, willingness to adapt to changing needs of the Development Department as new projects, tasks, and initiatives arise
• Ability to work both within a team and independently
• Ability to multi-task under pressure in order to meet competing deadlines, gather and analyze information, and solve problems skillfully and timely in a fast-paced work environment
• Proficient in Microsoft Office, including Excel, Word, PowerPoint, and Project
• Must have valid CA Driver License, current auto insurance, and reliable transportation

PHYSICAL REQUIREMENTS

• Constantly perform desk-based computer tasks
• Frequently sitting
• Occasionally stand/walk, reach/work above shoulders, grasp lightly/fine manipulation, grasp forcefully, use a telephone, sort/file paperwork or parts, lift/carry/push/pull objects that weigh up to 10 pounds
• Rarely twist/bend/stoop/squat, kneel/crawl.

This description reflects management's assignment of essential functions, it does not proscribe or restrict the tasks that may be assigned

Consistent with its obligations under the law, MidPen Housing Corp. will provide reasonable accommodation to any employee with a disability who requires accommodation to perform the essential functions of his or her job.

To apply, visit https://apptrkr.com/2544864
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