
 

 

 

 

 

 

 
 

Job Description – Housing Development Manager 
 

Job Title: Housing Development Manager 

Department: Real Estate   

Status: Full Time 

FLSA Status: Hourly Exempt 

Reports to: Director of Real Estate   

Number of Direct Reports: 0 

Pay Rate: $80,000 - $120,000 

Date:  6/8/2021

 

1. POSITION SUMMARY 

We are looking to employ a Housing Development Manager with knowledge of Low Income Housing Tax 
Credits (LIHTC) and experience with tasks associated with the acquisition, financing, entitlement, rehabilitation 
and construction of multifamily projects. A Housing Development Manager is expected to have strong 
organizational, time management and customer service skills. You will display natural leadership and possess 
strong communication skills. 

To ensure success, the Housing Development Manager should display problem solving, decision-making and 
project management skills with a solid understanding of development funding sources. 

ESSENTIAL FUNCTIONS 
A. Project Management 

Objective:  Assume project management responsibilities associated with multi-family housing acquisition, 
rehabilitation and new construction. 

Why this matters:  Archway is committed to leading a best-in-class affordable housing development operation 
to substantially grow our footprint in Colorado and beyond.  

Key Results: 

i. Establish and manage timelines and communications between architects, contractors and 
members of the development team. 

ii. Support the Director of Real Estate for land and property acquisitions, financing, funding 
applications and other development-related responsibilities. 

iii. Prepare financing applications along with supporting documentation as required. 
iv. Manage due diligence review for potential property acquisitions. 

B. Acquisitions 

Objective:  Build Archway’s portfolio of properties to achieve our mission while maintaining our value to serve 
those in need. 

Why this matters:  Archway is seeking to grow our portfolio to achieve greater scale of operations and to 
increase the reach of our mission.  

Key Results: 

i. Initiate the deal process and prioritize activities based on deadlines, resources and crital 
path to completion. 



 

 

 

 

 

 

ii. Coordinate third party vendors from request for proposal (RFP) to final work product. 
iii. Oversee design, entitlement and permitting process. 
iv. Coordinate with Archway leadership to ensure building design and staffing assumptions 

meet functional, social and operational objectives as well as confirm financial impacts to 
ensure timely and strategic flow of information. 

v. Negotiate deal pricing and terms. 

C. Manage Internal and External Relationships 

Objective: Build best-in-class relationships with partners. 

Why this matters:  Archway strives to be recognized as a leader in the non-profit housing and services 
industry.   

Key Results: 

i. Establish relationships with external consultants, community groups, local and state 
government officials, funders, investors and attorneys. 

ii. Positive collaborative partnerships with internal teams including property management, 
finance, administration, real estate and social services. 

iii. Professional presence that engenders credibility with both oral and written skills as well ad 
effective public speaking. 
 

2. QUALIFICATIONS: 
A. Education: Bachelors degree in a relevant field – Real Estate, Finance, Urban Planning – is desired. 

B. Experience: At least 3-5 years of experience in affordable housing development, finance or policy; real 
estate or project management; or a related field and preferably in Colorado. 

C. Personal Characteristics:  

• Exhibit strong leadership to maintain forward momentum on complex projects that rely on a broad 
netword of external partners. 
• Strong financial acumen. 
• Expert research skills. 
• Strong organizational skills and exceptional attention to detail including ability to manage a network of 
interralated financing, construction and real estate details. 
• Excellent communication and interpersonal skills. 
• Works well under pressure and meets tight deadlines. 
• Computer literate with capability in email, MS Office and related communication tools. 
• Strong decision-making and problem-solving skills. 

 

3. WORK ENVIRONMENT AND PHYSICAL DEMANDS: 
• Valid driver’s license and access to reliable transportation 
• Ability to efficiently perform job responsibilities with minimal supervision.  

 

4. COMPENSATION: 
A. The pay range for this role begins at $85,000 annually and goes to $95,000 annually depending on 

experience. 



 

 

 

 

 

 

B. Archway provides Health and Dental insurance with the company paying 80% of the cost. 

C. Archway provides a Vision plan, the company pays the full amount of this coverage. 

D. Archway provides a 401k retirement plan.  We currently do not provide matching funds. 

E. Archway provides 12 paid holidays per year, including 3 floating holidays. 

F. Full-time employees accumulate one day of paid sick leave for each month worked, after their first 30 
days of full employment. Unused sick leave accumulates from year to year up to a maximum of 60 
working days. 

G. Full-time employees in their first three years of continuous employment will accrue vacation time at 3.08 
hours per pay period.  For a Full-Time employee working 40 hours per week, this equals 80 hours, or two-
weeks of vacation per year. 

H. Prior to hire, an Employee Handbook detailing these and other benefits will be made available to newly 
hired employees. 
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