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COMMUNITY FRAMEWORKS

JOB DESCRIPTION

POSITION TITLE:    Associate Housing and Community Developer 

REPORTS TO:  SHOP or TA Program Managers
SUPERVISORY RESPONSIBILITIES:   None
FLSA STATUS: 
Non-Exempt     


WORK SCHEDULE & LOCATION: This is a .75 FTE position (30 hours per week) based in Community Framework’s Bremerton, Washington office 

SALARY RANGE:   Grade 4 
BENEFITS:  Package includes employer contributions to employee’s medical insurance (with family enrollment available at employee expense), plus life and disability insurance.  Paid holidays, sick leave and vacation are provided as well as the opportunity to participate in a pension plan.

POSITION SUMMARY:  

The Associate Housing and Community Developer works in one or more of Community Frameworks’ regional capacity building lines of business which may be operated throughout our four-state service area (Washington, Idaho, Oregon & Montana). The purpose of Community Frameworks regional capacity building initiatives is to contribute to the creation of vital communities by building local affordable housing capacity where it is sustainable and providing services where it is not.

The Associate Housing and Community Developer is engaged in activities that increase the capacity of local organizations or jurisdictions to improve affordable housing opportunities and community redevelopment in rural and urban communities throughout the Northwest.  This position may engage in lending to affiliate clients in the Self-Help Homeownership Opportunity Program (SHOP), as well as providing technical assistance in a wide range of affordable housing development skill areas.  Technical assistance provision may include (but is not limited to) organizational development, community needs and project feasibility assessment, affordable housing program design and administration, property management, and/or resource development.

This position requires familiarity in some of these skill areas, as well as the capacity for good time management, and to be self-motivated and use good judgment.  This position requires problem solving skills, an aptitude for teaching, and the ability to communicate and coordinate effectively with both the internal team and external clients.
DUTIES & RESPONSIBILITIES:

Depending on qualifications and primary line of business assignment, the Associate Housing and Community Developer will, with explicit direction and close supervision by either the SHOP or Technical Assistance Program Manager, support more senior staff in the performance of tasks related to the following duties:

· Underwrite and close acquisition and infrastructure loan applications from Self-Help Opportunity Program (SHOP) affiliates throughout the Northwest, evaluating risk related to site selection, program design, construction process, additional funder requirements, financing viability and other factors

· Deliver technical assistance to clients in housing project/program development and management, including but not limited to preparation of needs assessments, feasibility and market analysis, site selection, infrastructure development, resource identification and financial packaging, construction planning and management, program policy and procedure development, and program/project administration.

· Deliver technical assistance in community development, including but not limited to organization and facilitation of community groups, negotiation and mediation of stakeholder interests, facilitation of public information and input processes, and development support for housing or community development activities.

· Provide technical assistance to clients to improve their organizational capacity to provide affordable housing, including but not limited to organizational or board development, strategic planning, budgeting and fundraising, and property and asset management.

· Assist in resource development to support the Regional Initiatives lines of business, participate actively in internal planning and activities, and pro vide backup and support to other team members on their projects.

· Maintain organized and accurate records and produce reports to meet compliance requirements for program and project work.

· Perform other duties as assigned.

SKILLS, KNOWLEDGE & EXPERIENCE

· Some knowledge of affordable housing funding, development and management is required, including knowledge of project 


feasibility, market analysis, site selection and acquisition, infrastructure development, project management and financing models.

· Basic understanding of real estate lending practices, loan packaging and compliance.

· Some knowledge of housing program design and administration, such as resource identification, policy and procedure design and implementation, budgeting, oversight and management, regulatory compliance and reporting.

· Some knowledge of organizational administration, such as strategic planning, budgeting, financial management and personnel and operations management.  Some familiarity with nonprofits, housing authorities, community action agencies, community land trusts and other organizational structures is desired.

· At least limited experience in writing successful grant applications/proposals or conducting fundraising activities.

· Aptitude maintaining customer and partner relations, oral and written communication, and problem solving.

· Able to succeed under pressure with multiple, simultaneous task assignments.
· Well-developed computer skills including word processing, spreadsheets and Internet.
· Willingness to learn a variety of skills and obtain more knowledge related to housing and community development, and to transfer that knowledge base to practical applications in the field.
· Minimum of one year of program & project development, real estate and/or community development is required.  A degree in a related field, from an accredited trade school, college or university is preferred and may be substituted for field experience.

· Physical Demands:  Ability to lift up to 20 pounds as needed; ability to sit for extended periods of time; ability to sit, stoop, kneel, bend and lift as needed for routine office work; extensive wrist and hand movements required as related to keyboarding; and ability to be mobile as related to business needs.
COMMUNITY FRAMEWORKS IS AN EQUAL OPPORTUNITY EMPLOYER


