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POSITION

DEVELOPMENT ASSISTANT
ABOUT

This role will report to the Director of Development. The Development Assistant role will consist of, but not be limited to, the following:

RESPONSIBILITIES

 Support Development team staff and report to the Director of Development;

 Assist Development Team in several concurrent projects using outside consultants;

 Attend interactions with municipal staff and City Council throughout Development process;

 Write and manage RFPs, contracts, addendums, change orders and purchase orders through the development and construction process;

 Perform site visits and work closely with a General Contractor to provide administrative support;

 Draft subcontractor contracts from standardized templates;

 Format bid comparisons and present to Director of Development;

 Coordinate public engagement events for projects at various stages of approval;

 Provide administrative support, as required by the Development team, such as preparing correspondence and maintaining current and accurate files;

 Participate in the sales and marketing initiatives throughout the development process;

 Work with Director of Development to control project costs using monthly reporting tools;

 Manage multiple tracking sheets including soft costs, active project statuses, schedules etc.;

 Organize consultant teams and schedule meetings;

 Producing regular updates to existing project-related templates;

 Manage internal/external meeting agendas and minutes;

 Assist accounting department with the invoicing of active projects;

 Ensure projects are covered by insurance and are up to date.

QUALIFICATIONS

 Minimum of 1 to 3 years of direct or indirect experience, including multi-family residential and commercial projects, with exposure to the entire development 

process;

 A “right fit” with KaiserLanden’s culture and organizational approach is paramount;

 Education and background in Real Estate, Commerce, Urban Land Economics, Architecture, Planning, Legal or Engineering is an asset;

 Strong computer skills and proficiency in MS Office applications including Excel, Outlook and Word;

 Excellent organizational, time management and prioritization skills including the ability to multi-task with competing priorities;

 Excellent understanding of business professionalism and the ability to work effectively under pressure within a fast-paced team environment;

 Effective communication and interpersonal skills (both written and verbal) are required, along with demonstrable success in leading project teams to a 

common goal;

 Excellent problem-solving skills and the ability to balance multiple perspectives;

 Positive attitude and a desire to help others.

We will provide a competitive salary and benefits package for the right candidate, as well as a professional and rewarding working environment. If you are 

interested in this exciting opportunity please email your resume and cover letter to careers@kaiserlanden.com. We thank all applicants for their interest; 

however only those selected for follow-up will be contacted.


