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Position Description 

Assistant Project Manager, Department: 
Real Estate Development 
Project Manager, Real Estate Employment 
Development Status: 

Exempt Date Created: 

Unrepresented 
Date Revised: 

Real Estate 

Full-Time 

July 2017 
August 24, 2022 

The primary purpose of this position is to perform routine to moderately complex professional project 
management duties in support of affordable housing development projects, programs, and initiatives. 
Assignments are given with general guidelines and incumbents are responsible for establishing objectives, 
timelines, and methods to deliver work products with only occasional instruction or assistance given as new 
or unusual situations arise. Work is typically reviewed upon completion for soundness, appropriateness, 
and conformity to policy and requirements, and the methodology used in arriving at the end results is not 
reviewed in detail. This class is distinguished from the Project Manager, Real Estate Development which 
manages affordable housing projects of more complexity, political/community sensitivity, or consequence 
of error with a higher level of independence for critical development projects and/or programs and may be 
assigned to provide functional supervision and lead direction to Assistant Project Managers. 

The essential duties and responsibilities listed below support the Santa Clara County Housing Authority's 
("SCCHA") mission, strategic goals, and objectives. 

Essential Duties and Responsibilities 
The position duties and responsibilities listed below describe the general nature and scope of work. Other 
responsibilities, duties, and skills may be required and assigned, as needed. 

• Plans, organizes, manages, and evaluates all work and activities involved in one or more routine
to moderately complex affordable housing project(s); serves in a project manager role as a
developer and/or partner to another development entity and/or funding source, or lender or re­
financier; manages and oversees projects through their lifecycle, which includes pre-development,
site acquisition, design development, community outreach, entitlements, permitting, financing,
contracting, budget tracking, reporting, construction, and transfer of completed projects to asset
management, including legal document review.

• Ensures housing projects are delivered on time and on budget.

• Coordinates and administers development project activities including creating the financing,
selecting and overseeing consultants, contractors and general contractors and monitors
construction, securing necessary permits, ownership transfer, and initial tenant occupancy;
ensures construction activities and results comply with the construction contract and applicable
funding source requirements.

• Produces cost estimates, financial pro formas, completion schedules and project implementation
budgets; learns to draft contracts, lease agreements, settlement agreements, loan documents and
other financing arrangements and real estate documents for review with general counsel; monitors
project expense budgets and approves/processes project expenditures; prepares reports and
presentations for the Agency Board.

• Identifies, analyzes and recommends existing multi-family housing units for Agency acquisition and
ownership; performs financial feasibility analyses to demonstrate viability; completes all acquisition
activities and transactions.
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