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OPAL Community Land Trust Job Description 

Property and Project Manager 

March 2008:  Job Open Until Filled
BACKGROUND ON OPAL COMMUNITY LAND TRUST:

The mission of OPAL Community Land Trust is to acquire and own land so that islanders in need may have access to permanently affordable homes and workplaces. OPAL collaborates with others, builds neighborhoods and homes, and stewards the land in a manner that is cooperative, stable, environmentally sensitive and socially responsible.  

OPAL’s work helps bridge the gap between the island’s increasingly high property values and the low incomes of many people who live and work here—people who are vital to our well-being and to our community’s future.

Incorporated in 1989, OPAL has created 58 ownership homes and manages 7 rental apartments as well as 3100 sq. ft of office space on Orcas Island. For more information, go to: www.opalclt.org.  In 2008 OPAL will begin construction on a 32-home neighborhood in Eastsound, conduct environmental reviews and pre-development analysis on property in Orcas Village and pursue acquiring the 22-unit Lavender Hollow Apartments in Eastsound. 
OVERVIEW:

The property and project manager is the technical building and site development expert on the OPAL staff, supervising expenditures for physical plant of existing properties and construction projects. The person in this position creates and monitors budgets, cash flows and timelines; procures and assures compliance with permits; hires and supervises contractors; and monitors and resolves construction, cost and timeline issues that arise during property operations and construction. 

MISSION/GOALS:

The property and project manager will be successful if (1) Within the bounds of affordability, OPAL’s new construction and renovations use the best available technologies and practices to create communities that have the least impact on the land, contain safe interior environments, and use the fewest natural material and energy resources possible; (2) OPAL’s properties and projects achieve and maintain a balanced cash flow with sufficient reserves to meet capital replacement needs; 
(3) relationships with contractors, builders, tenants, and homeowners are constructive, positive and solution-oriented, and contractors and builders have a predictable and secure working environment; and (4) OPAL homeowners are informed and supported in their maintenance responsibilities.
POSITION STATUS:

This is a year-round at-will position with flexible hours driven by deadlines. The position requires a minimum commitment of 30 hours per week, and could be full-time, depending on skills and abilities of the person in the position. Vacation, holiday time and sick leave pro rated to the percentage of time worked. The Housing Manager is hired, supervised and evaluated by OPAL’s Executive Director.

SPECIFIC RESPONSIBILITIES:

1. Oversee the maintenance and cost monitoring of all properties owned by OPAL, including, but not limited to: 

a. Supervise property management contractors for rental properties, and help enforce tenant leases;

b. Oversee OPAL’s stewardship role for owner-occupied neighborhoods, and monitor homeowner compliance with the ground lease; and 
c. Support homeowners with their responsibilities for maintaining their homes. 

2. Oversee design and implementation of new construction and rehabilitation projects, including, but not limited to:

a. Work with the architect and/or builder-contractor, engineers and building committee to develop project specifications, prepare the bid package, and oversee construction.

b. Finalize the budget, and promote cost savings throughout the life of the project.

c. Ensure construction management compliance with fair hiring practices and other requirements established by all financial partners. 
d. Provide support for the contractors and designers during the bidding process. 
e. Work with the designers and engineers to secure permits from county officials in the most expeditious fashion.

f. Provide daily (or as often as required) inspection of the ongoing work for quality and adherence to the intent of the documents.  Hold regular construction meetings with design and building team. Take regular digital photos and load them onto a web page for the building committee to review.

g. Assure that projects are planned and constructed according to schedule and within budget.  When variations to the schedule or budget arise, the project manager shall work with contractors to analyze options and implications for review by the Executive Director, and, as appropriate, the Building Committee.
h. Review and approve all cost estimates, material invoices, and general contractor and subcontractor progress payments.

i. Compile a complete set of job files and as-built specifications and drawings upon the completion of a project, including the articulation of an annual and a 30-year life cycle maintenance plan.

3. Provide staff support to the OPAL Building Committee, which sets policies and monitors practices for OPAL’s construction projects. 
4. Maintain positive and effective relations with the Building Committee, Board of Trustees, Director, Architect, Engineers, government and funding agency representatives, contractors, abutting neighbors and others involved with OPAL projects.  

QUALIFICATIONS:  

A strong candidate will have experience and demonstrated success with:

1. Planning and supervising new construction and rehabilitation, including developing specifications, and facilitating the bidding, hiring and permitting processes;

2. Developing accurate cost estimates, and completing projects on schedule, within budget, and with a positive public image;

3. Purchasing materials, with knowledge of utilizing recycled, recyclable, low and non-toxic materials;

4. Solving problems in a positive and efficient manner, such that all parties support the outcome.

5. Computer-based communications using MS Excel, MS Word, MS Project, MS Outlook or other email and web-based tools; 

6. Working in the San Juan Islands.

In addition, a strong candidate will:

1. Be honest, dependable and have integrity; 

2. Have effective and clear written and verbal communication skills, including a demonstrated ability to listen well, problem solve and negotiate effectively;

3. Be knowledgeable and engaged in continued learning about site sensitive construction and green building;

4. Have a good sense of humor and like working with individuals and groups;

5. Think creatively and use time effectively;

6. Have a flexible schedule that allows for some evenings and weekend hours;

7. Pay careful attention to detail;
8. Be able to juggle many things at once;
9. Be proficient with computer-based systems, including familiarity with QuickBooks accounting and database management systems; 
10. Commitment to affordable housing and the island community.
Submit Cover Letter, Resume and References to:  Lisa Byers, Executive Director, OPAL Community Land Trust, P.O. Box 1133, Eastsound, WA 98245.  (360) 376-3191.  opalclt@opalclt.org.  (Physical address is: 286 Enchanted Forest Rd)

