June, 2013
Mission Housing Development Corporation
Job Title:  Director of Housing Development

Department:  Asset Management

Reports to:  President/CEO

Job Status:  Permanent, Full-time (40-hrs/week)

Compensation: DOE (plus generous benefits – medical, dental, vision, life and workers’ compensation insurance)
About Our Organization:       
Mission Housing Development Corporation develops high-quality, well-managed, affordable, sustainable homes and communities that promote the self-sufficiency of low and moderate income families, seniors, and persons with diverse needs.  

Job Responsibilities: 
The Director of Housing Development is responsible for the completion of permanent affordable housing projects, the preparation and completion of affordable housing project applications and the research and securing of future sites for permanent affordable housing.
Specific Responsibilities include:

· Work with the community and specific neighborhood groups to build consensus on neighborhood housing needs;

· Identify potential development sites and build support for their development/redevelopment;

· Conduct financial feasibility analysis and identify potential options for project financing as well as site-specific alternatives for housing and development projects;
· Devise project programs and budgets and project analysis tools including, but not limited to, sources and uses, operating and expense budgets an market studies;

· Prepare funding applications and coordinate all work required to obtain project financing;

· Obtain local zoning and other regulatory approvals as required;

· Oversee all project design, development and construction related work including hiring and supervision of architects, engineers, development consultants, environmental consultants, attorneys, contractors and construction managers;

· Coordinate bid specifications and negotiation of construction contracts;

· Oversee the construction phase including managing weekly job site meeting of larger projects;

· Monitor the contractor on progress and project completion schedule, and enforce deadlines as expressed in contract documents;

· Prepare development and construction period requisitions and review construction period change orders prior to approval and sign off by the President/CEO;
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Specific Responsibilities (continued):
· Review all development related expenditures and work to ensure a quality product completed on time and within budget;

· Provide documentation to state, federal and local officials required to meet regulatory guidelines;

· Oversee preparation of all legal documents in conjunction with Mission Housing Development Corporation’s (MHDC) attorneys, and coordinate with all funders and regulators and their attorneys in completing projects;

· Assist with fundraising as assigned by President/CEO;

· Perform other duties as considered appropriate and consistent with the mission of Mission Housing Development Corporation.

Qualifications:

· Minimum of 5-7 years experience in community based housing development, planning, or real estate development;
· Demonstrates commitment to the mission of MHDC and to community based development work;
· Familiarity with the construction and real estate industries;
· Ability to work effectively with diverse groups and individuals;
· Demonstrates skill in managing multiple tasks in a responsible and dedicated manner;
· Excellent oral and written communication skills;
· Strong analytical and computer processing skills;
· B.A. or equivalent work experience; relevant advanced degree can be substituted for some work experience;
· Knowledge of housing development funding sources in California preferred
· Strong affordable housing finance background preferred;
· Experience in renovating of multi-unit properties preferred;
· Program development and supervisory skills a plus;
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Mission Housing Development Corporation is an equal opportunity employer and does not discriminate against any employee or applicant for employment because of race, color, ethnic background, religion, sex, sexual orientation, age, national origin, or disabilities.  Please let us know if you need any special accommodations.

Mission housing Development Corporation is a drug free work place as required by the “Drug-Free Workplace Act of 1988”

SALARY
MHDC is an established leader in nonprofit housing. We offer a highly competitive salary and an excellent benefits package for employees and eligible dependents.
The salary for this position will be determined on work experience.
To Apply: 
Please email resume and cover letter to ecrodriguez@missionhousing.org, via fax to 415-864-0378, or mail to Mission Housing Development Corporation, 474 Valencia Street, Suite 280, San Francisco, CA 94103, ATTN:  Ellie Rodriguez
