Real Estate Development Officer
Job Description
Summary
The Real Estate Development Officer is responsible, at the direction of senior management, for
the coordination and completion of assigned projects related to the Arch to Park Equity Fund’s
real estate investment activities. The incumbent will assist in the research, identification, and
analysis of real estate investment opportunities, administering a portfolio of real estate
investments, and planning for future development in the Arch to Park Equity Fund’s target
geography. The successful candidate will: exhibit the highest degree of personal integrity; hold
at least a bachelor’s degree with no less than two (2) years’ experience in a relevant field
(master’s degree preferred); and be capable of substantial independent judgment and problemsolving within a high-performing start-up business environment that values excellence and
teamwork.
Reports to: Vice President - Development
Essential Duties and Responsibilities
The Real Estate Development Officer must perform successfully the following essential duties
and responsibilities:
•

Assist in the administration of the Arch to Park Equity Fund’s financial investment
activities, including deal sourcing, analysis, documentation, portfolio and project
management.

•

Assist in the identification, planning, and curation of real estate development projects for
Equity Fund portfolio properties and other strategically important efforts, including
development of project scopes, milestones and deliverables working in conjunction with
development partners and community stakeholders.

•

Collate, validate, analyze and prepare for graphic presentation real estate development
and economic development data sets.

•

Identify, negotiate with, and manage outside vendors to ensure successful and timely
completion of real estate-related projects, due diligence activities and services.

•

Aid in minimizing real estate investment exposure to risk through examination, analysis
and reporting of project financial documentation, market demand analyses, investment or
site-specfic reports and characteristics, and other relevant data.

•

Develop detailed project plans to monitor and track progress.

•

Apply best practices in budgeting, fiscal management and audit compliance to ensure the
highest level of accountability.

•

Comport with the highest ethical standards of business and civic leadership in all
dealings.

•

Manage change effectively.

•

Perform other duties or assignments consistent with the mission of the company as
directed by Vice President of Development.

Competencies
To perform the job successfully, an individual should demonstrate the following competencies:
Analytical – Synthesize complex and diverse information; collect and research data; design work
flow and procedures to evaluate information.
Problem Solving – Identify and resolve problems in a timely manner; gather and analyze
information skillfully; develop alternate solutions; work well in group problem solving
situations; use reason when dealing with emotional topics.
Cooperation – Establish and maintain effective relations; exhibit tact and consideration; offer
assistance and support co-workers; work cooperatively in group situations; actively resolve
conflicts.
Judgment – Display willingness to make decisions; exhibit sound and accurate judgment in
recommended courses of action; support and explain reasoning for decisions and
recommendations logically and coherently; include appropriate individuals in decision-making
process; make timely decisions.
Planning/Organization – Prioritize and plan work activities effectively; use time efficiently; plan
for additional resources as needed; set goals and objectives; organize or schedule other people
and their tasks; develop realistic action plans.
Minimum Qualifications:
•

Bachelor’s degree in an appropriate field of study and at least two years of relevant work
experience in a real estate development, finance, planning or economic development
setting.

•

Excellent client-facing and internal communications skills.
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•

Highest-level written and verbal communications skills.

•

Solid quantitative analytic skills, particularly as applied to a real estate or economic
development setting.

•

Strong organizational skills, including attention to detail and multi-tasking.

•

Personal discretion and ethical comportment.

Preferred Qualifications:
•

Master’s degree in an appropriate field of study, including but not limited to: urban
planning, business administration, or other appropriate field of study, with an emphasis in
real estate development/finance.

•

Demonstrated knowledge of geospatial software, geospatial data analysis, and data sets
relevant to real estate and economic development.

•

Familiarity with project finance concepts and tools, including public and private
incentives, such as: federal and state tax credit programs, opportunity zones, patient
capital investment strategies, and the like.

Salary and Benefits
•

Salary: Commensurate with experience, range starting at $60,000 annually.

•

Benefits:
o
o
o
o

Four weeks paid time off annually
100% employer-paid health, dental and vision insurance premiums
Immediate 401(k) match up to 5% of salary
Other usual and customary benefits
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