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GENERAL DESCRIPTION:    Provide administrative and technical services and analysis to the real estate 

development team for new development, relocation/ community development, and rehabilitation of 

housing projects. This is a project-based position. 

 

I. QUALIFICATIONS: 

 

Education: Bachelor’s degree in business, planning, communications, or related field strongly 

preferred.   

  

Experience: Minimum of 1 year of demonstrated experience in related work, preferably low-income 

housing. 

  

Job Type: Hourly 

  

Abilities:  

  Detail oriented, especially in creation and analysis of financial spreadsheets.   

 Relate positively to people from diverse backgrounds and professional levels.  

 Maintain confidentiality with regard to privileged legal and financial matters. 

 Take direction and ask questions to ensure complete understanding. 

 Multi-task and prioritize duties 

 Excellent interpersonal skills, verbally and written communication. 

 Computer proficiency level in Microsoft Office Suite software. 

 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 Housing. 
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II. ESSENTIAL JOB FUNCTIONS/RESPONSIBILITIES 

 

A. TECHNICAL/FUNCTIONAL                            

 

1. Creates, composes, and prepares correspondence, including tenant/community notices, and 

distributes out-going correspondence via fax, mail, or e-mail, as needed. 

  

2. Writes and edits various materials utilizing Word and Excel, as needed. Independently 

manages administrative functions for division/site. 

  

3. Schedules and confirms meetings, conference calls, and meeting spaces. 

  

4. Attends project meetings with consultants, tenants and other stakeholders, as needed. 

  

5. Acts regularly as a liaison with internal departments, outside vendors and other parties. 

  

6. Assists with tenant/project files or database. Produce reports as requested. Maintains and 

control confidential materials. 

  

7. Prepares check requests, invoicing, contracts, division plans and budgets/proformas for 

review by manager. 

  

8. Prepares project financial analysis, narratives and prepares applications/proposals for 

funding. 

  

9. Performs other tasks as requested to ensure the smooth functioning of the division/site and 

other activities. Assists with various division/site projects and supports the team. 

 

10. Meets regularly with supervisor and provides written and oral progress reports as requested. 
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B. AMERICANS WITH DISABILITIES ACT (ADA) REQUIREMENTS   

  

Physical: Occasionally required to push/pull object less than 30 pounds, walk, climb stairs and 

enter/exit buildings that are under construction, occasionally, without normal 

ingress/egress available. 

  

Sensory: Frequently required to read fine print on documents.  Able to speak clearly and make self 

understood, while also understanding others using the English language. 

  

Cognitive: Continuously able to understand and relate to concepts behind specific ideas and 

remember multiple tasks/assignments given to others over a period of days.  Able to 

concentrate on moderate detail in both office and field with moderate interruption. Able to 

attend task/function for more than 60 minutes at a time. 

.  

III. OTHER FUNCTIONS  

1. Other duties as assigned.  

2.    

I have reviewed and understand the essential functions, values-based behaviors, and ADA requirements of 

this job description and am able to perform each function   

PLEASE CIRCLE ONE (1):  WITH or WITHOUT  accommodation.    

I further acknowledge that this job description is a general description of the duties of this position and 

changes in responsibilities may be required by my supervisor periodically.  

 

_____________________________________________ ______________________________ 

Signature        Date 

 

____________________________________________ 

Print Name  
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IV. VALUES-BASED BEHAVIORS       

 

1. Listens attentively to others.  Asks clarifying questions to gain a better understanding of the other 

person’s views and assumptions.  Is compassionate for the life circumstances of others. 

 

2. Works effectively in a team environment and actively participates in joint problem solving; willingly 

cooperates with co-workers. 

 

3. Identifies and takes advantage of opportunities for personal and professional development. 

 

4. Coaches and encourages individual employees and teams.  Encourages the professional and 

personal development of staff.  Positively recognizes the accomplishments of staff in own work group 

and other areas of Mercy Housing. 

          

5. Comes to meetings prepared and on time; honors work commitments; follows through on what was 

agreed upon; meets agreed upon deadlines. 

 

6. Collaborates with other work groups, Mercy Housing organizations, and outside organizations as 

appropriate, in a proactive and responsive manner. 

 

7. Honors the private and confidential matters of co-workers.  Protects the proprietary information of 

Mercy Housing. 

 

8. Follow rules, regulations, and policies.  Positively contributes to implementing changes. 

 

9. Communicates courteously and effectively with others.  Sets clear expectations. 

 

10. Reinforces the importance of the core values within the work group and the larger organization by 

acknowledging behaviors that demonstrate or reflect Respect, Justice, and/or Mercy. 

 

11. Deals with issues directly, in a respectful and timely manner.  Approach focuses on resolving the 

issue while not criticizing the person. 
 

 


