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TITLE:  Director of Real Estate
EFF. DATE:  February 18, 2002

DEPARTMENT:  Operations
SALARY GRADE:  18


REPORTING TO:  Chief Operating Officer



REGULAR: X    
TEMPORARY:  
EXEMPT: X
       
NON-EXEMPT:

CLASSIFIED: X 
CERTIFICATED:  
FULL-TIME: X 
PART-TIME:


GENERAL SUMMARY:  Develops and executes long-term strategy for the acquisition, development and management of elementary and secondary school facilities to support the organization’s growth and financial goals.  Upholds the mission and values established by Aspire Public Schools.



ESSENTIAL DUTIES & RESPONSIBILITIES:
1. Identify and secure suitable new school sites through lease or purchase 

· Conduct due diligence on prospective facilities, including: feasibility studies, environmental reviews, title reviews, and appraisals; work with relevant government agencies and consultants as appropriate.

· Work with brokers to negotiate lease and purchase contracts to get best terms available in the market.

2. Supervise the development of leased and purchased facilities to ensure on-time and on-budget delivery.

· Manage processes for securing entitlements and construction permits.

· Select and manage contracted architects, engineers, consultants, and contractors.

· Manage installation of owner-supplied equipment (voice/data, public address system, etc.).

· Monitor project schedules and budgets.

3. Oversee ongoing maintenance of school facilities, grounds, and capital equipment, in conjunction with school building managers and principals.

· Develop information systems, policies and procedures for management of capital assets.

· Help maintain annual facilities expenses within budget.

4. Demonstrate knowledge of, and support, Aspire Public Schools mission, vision, value statements, standards, policies and procedures, operating instructions, confidentiality standards, and the code of ethical behavior.

5. Perform other related duties as required and assigned.


ORGANIZATION RELATIONSHIPS:  Reports to Chief Operating Officer.  Works closely with all levels within Organization. Works with outside consultants and vendors.

QUALIFICATIONS:

1) Required knowledge, skills & abilities:
· Demonstrated command of the intricacies of real estate development and facilities maintenance

· Solid analytical and problem-solving skills

· Solid communication, influencing and negotiating skills

· Strong financial analysis and budget management skills

· Ability to work well in a team

· Demonstrated P&L responsibility

2) Minimum educational level:

 Bachelor's Degree in business, finance, architecture, or related field

3) Experience required:

· 10+ years in real estate development or construction project management
· Proficiency with Microsoft Office
· Experience or strong interest in K-12 public education
APPROVALS:
__________________________
______________
__________________________     ____________

Immediate Manager
Date
HR Manager
Date

This position description intends to describe the general nature and level of work being performed by people assigned to this position.  It is not intended to include all duties and responsibilities.  The order in which duties and responsibilities are listed is not significant.
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