AVP Corp. Real Estate - Relationship Manager

Description: 
Job Summary

This position entails planning, managing, performing and directing activities related to the development, acquisition, disposition and leasing of properties for various corporate operations on a national, and to a limited extent, international level, including all EDMC subsidiarites and affiliated companies. The AVP will be responsible for all facets of various real estate transactions from lease negotiation and administration to management of design and construction processes for retail, industrial and office properties. Additionally, he or she will identify and implement real estate solutions which adapt to and support the business strategy at an optimum cost. Support of ongoing department or portfolio-wide projects and processes will also be required. Incumbent must assure that the EDMC philosophy: quality services to clients; development, growth, involvement, and recognition of employees; sound economic principles; and environment which is conducive to innovation, positive thinking and expansion - is considered in carrying out the duties and responsibilities of this position. 

Key Job Elements
· Perform pre-lease/pre-construction due diligence and market analysis. 

· Investigate, evaluate and present alternative sites to senior management for office, industrial and retail locations. 

· Prepare and negotiate letters of intent, leases, warranties, work letters, design and construction contracts, RFPs, build-to-suit agreements and purchase and sale agreements. 

· Estimate project build-out requirements, schedules aand costs utilizing corporate standards where appropriate and working with internal or external planners. 

· Identify service providers for a particular project (i.e. marketing, signage, brokerage, design, etc.) and evaluate consultant proposals. Negotiate and administer consultant contracts to ensure quality performance. 

· Prepare project schedules, budgets, financial analyses and real estate documents for review by senior management. 

· Obtain all necessary project approvals from senior management working with user groups and EDMC Corporate Real Estate administrative and design staff. Upon approval, manage resources (both internal and external) to bring projects to satisfactory completion to meet business needs and to ensure adherence to legal documents, schedule, specifications and budget. 

· Identify and implement opportunities to consolidate, co-locate, utilize vacant or underutilized space and to take advantage of market trends which benefit the corporations (with a focus on reduction in overall occupancy costs). 

· Periodically review existing lease agreements and prepare strategy for future renewals, relocations expansions or other business requirements. Perform and/or oversee lease administration duties such as preparation of estoppel certificates, operating expense, rent escalation review, landlord compliance, construction warranty, etc. 

· Develop and utilize building specifications. 


Reports To:
VP of Real Estate 
Directly Supervises:
None
Interacts With:
Law Department, Executive Committee, Senior Level Management, CFO's, Corporate Services (facilities, planning, MIS, etc.), Risk Management and Tax Departments, Construction Managers, brokers, contractors, architects, counsel, developers/landlords, consultants, vendors, economic development officials, local municipal and utility officials.

Job Requirements

Knowledge: 
· Undergraduate degree and/or advance degree in related discipline (business, real estate, architecture, engineering or law) 

· 8-10 years corporate or commercial real estate (or related experience). 

· Design, engineering or construction background combined with project management experience desireable. 

Skills: 
· Solid written and verbal communication skills. 

· Strong interpersonal skills with both faculty and staff populations. 

· Superior organization, prioritization, and self-motivation skills. 

· Appreciation of legal and financial aspects of a transaction. 

· Problem solving and analytical skills. 

Abilities: 
· Ability to interact effectively as either a leader or as a member of a team and work collaboratively with other departments. 

· Ability to listen to customers (e.g. staff, etc.) and to understand and respond positively to their requests. 

· Ability to work without close supervision and to set one's own priorities. 

· Ability to manage multiple tasks and successfully meet deadlines. 

· Ability to travel 30-40% domestically. Some international travel may be required. 

· Ability to prepare long range projections, studies and analyses of costs associated with proposed real estate activities. 

Click here to submit your resume to this position: http://edmc.hua.hrsmart.com/ats/js_job_details.php?reqid=1780
