
Associate Housing Department Coordinator  
(Temporary) 

 
The Associate Housing Department Coordinator performs professional work in the development of 
housing projects to further the Northwest Housing Alternatives’ (NHA) mission to provide affordable 
housing to those with low incomes including families, seniors, people with disabilities and people 
experiencing homelessness.  The Associate Housing Department Coordinator assists the development 
process and reports to the Housing Director.  
 
NHA is a great work environment and an opportunity to work with a group of committed and passionate 
employees just seven miles south of downtown Portland.   
 
This position will be full-time and temporary through October 2018, with the opportunity to become 
permanent. This temporary position does not provide benefits other than sick time. 
 

 
DEVELOPMENT RESPONSIBILITIES  

1. Establish and maintain paper and electronic files of Housing Development functions.  
2. Assist in obtaining financing for projects including grants, loans, tax credits and other 

subsidies by collecting and circulating documents.  
3. Assist in preparing funding applications by collecting documents, conducting research, 

completing forms, and assembling/submitting application materials.   
4. Assist in project closeout by collecting documents, completing forms, and submitting 

materials as directed.   
5. Obtain bids for professional services as directed.  
6. Assist in the coordination of community input and/or land use review processes by arranging 

meetings, providing required notice, and obtaining, setting up, and returning equipment.  
7. Assist in the construction management process by collecting invoices, preparing requisitions 

and draw requests, and collaborating with NHA’s Finance department to ensure vendors are 
paid in a timely fashion.   

8. Produce reports required by funders and investors.   
9. Provide general administrative and clerical support for the Housing Development staff.  
10. Other duties as assigned. 

 
 KNOWLEDGE, SKILLS & ABILITIES  

1. Excellent oral and written communication skills.   
2. Ability to manage time-critical processes and juggle multiple tasks with deadlines from 

multiple sources.  
3. Ability to interact professionally with co-workers, clients, outside agencies and board 

members.  
4. Strong work ethic and ability to follow up on open issues.  
5. Excellent organizational skills, including accuracy and attention to detail.  
6. General knowledge of the affordable housing field preferred.   

 
QUALIFICATIONS  

1. Bachelor’s degree in Business, Community Development or related field.   
2. Excellent computer skills including advanced proficiency in Excel, Word and online research.   
3. Valid Oregon driver’s license, good driving record and own reliable transportation with 

current insurance.  
 



About NHA:   Northwest Housing Alternatives (NHA) is the leading nonprofit developer of affordable 
housing in Oregon.  Formed in 1982, NHA’s portfolio serves over 2,800 residents in 1,851 units of 
affordable housing in 36 properties spread across sixteen Oregon counties.  NHA’s housing portfolio 
represents a significant segment of Oregon’s overall affordable housing stock and our state-wide 
footprint enables us to serve a diverse group of Oregonians in urban and underserved rural 
communities.    
 
Our offices are located in Milwaukie, Oregon just south of downtown Portland in the Portland-
Metropolitan area.  In September of 2015, the Portland-Milwaukie light rail project was completed, 
providing clients, visitors, and staff light rail access to our offices throughout the City of Roses and 
beyond.  
 
Northwest Housing Alternatives (NHA) is committed to supporting a diverse workforce and does not 
discriminate in employment based on race, color, gender, religion, national origin, age, disability, marital 
status, sexual preference or any other status protected by law. 
 
If you feel you’re the right fit for NHA and are excited to embark on an exciting and important career, 
please submit a cover letter, résumé, references and salary requirements to: info@nwhousing.org . This 

position will remain open until the right candidate is found.  
 

mailto:info@nwhousing.org

