      
 JOB OPPORTUNITY ANNOUNCEMENT

	   
TITLE:		Development Assistant    

DEPARTMENT:   Development

REPORTS TO:	   SVP, Development


The Development Assistant will:

· Work closely with the SVP of Development in coordinating development project activities 

· Preparation of property reports and marketing packages

· Carry out special assignments/projects as assigned by management

· Provide administrative and clerical support including:

· Meeting scheduling 

· Expense processing

· Travel Scheduling

· Screen telephone calls and emails

· Coordinate and schedule appointments

· Opens, reviews, date stamps and distributes mail

· Prepares materials and various documents for hand delivery

· Performs general office functions to include filing, photocopying, emailing, etc.

· Types and composes letters

· Maintains a working relationship with other Department Heads

QUALIFICATIONS:

•	Bachelor's Degree in Architecture, Real Estate, or Business Management preferred

· Three (3) years minimum experience in commercial real estate or considerable internship experience working in commercial real estate markets & significant academic achievement preferred.  

· Ability to communicate effectively, both orally and in writing, with all levels of management, business representatives, and the general public

•	Effective interpersonal skills

· Possess a combination of equivalent education and experience necessary to effectively perform the responsibilities of the position.

· Be familiar with use of Microsoft Office suite including Word, Excel, Access and PowerPoint.  

· Experience with Auto CAD preferred 

· Demonstrate an ability to communicate effectively, both orally and in writing, with all levels of management, and external contacts

· Exhibit effective interpersonal skills.



LOCATION: 	
		
Cherry Hill, NJ

CONTACT:          

Chris Mrozinski
[bookmark: _GoBack]cmrozinski@seritage.com
