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Position Description 
Director of Real Estate Development 

May 28, 2021 
 

About Historic Boston Inc. 
Founded in 1960 to save Downtown Boston’s Old Corner Bookstore building (1718), Historic Boston 
Incorporated (HBI) is the only non-profit organization in Boston completely devoted to the 
rehabilitation of at-risk historic buildings for new uses. 
 
HBI’s most recent projects include the $2.5 million redevelopment of the 1859 Eustis Street Fire House 
in Roxbury’s Dudley Square for HBI’s headquarters; the $5.8 million rehabilitation of the 1875 Hayden 
Building in Chinatown, H.H. Richardson’s only remaining commercial building in Boston, for four market 
rate apartments over retail; the $1.9 million rehabilitation of the 1868 Vertullo Building in Hyde Park 
for five retail spaces and four apartments; the $3.8 million restoration of the 1834 Alvah Kittredge 
House, an unusual Greek Revival period mansion in Roxbury’s Highland Park, for affordable housing; 
and the 1786 Fowler Clark Epstein Farm in Mattapan as a non-profit center for the Urban Farming 
Institute of Boston.  
 
Current projects include the 1912 Upham’s Corner Comfort Station in Dorchester and the 1910 St. 
James African Orthodox Church in Roxbury.  HBI is also evaluating several other properties that will 
form the basis of its work for the next 3-5 years.  See www.historicboston.org for more information.  
 

         
 

Position Overview 
HBI seeks a dynamic and experienced real estate professional to serve as Director of Real Estate 
Development and lead development activities for the organization.  Reporting directly to, and working 
closely with HBI’s Executive Director, this position will direct all real estate development work for the 
organization and manage a small project management staff and project-related consultants.   
 
This position strategically drives the direction of HBI’s development activities as well as providing day-
to-day management of staff and projects with regard to identification of properties, finance, 
construction, asset management and the selling or leasing of properties.  The successful candidate will 
have strong real estate knowledge, exceptional financial analysis skills, and a genuine commitment to 
HBI’s mission of strengthening urban neighborhoods through historic preservation.   
 
HBI’s workplace is team-oriented, collegial and focused, and places great emphasis on collaboration, 
frequently working closely with non-profit and for-profit partners on mutually beneficial investments.   
 
 
 

http://www.historicboston.org/


             

HBI - Position Description, HBI Real Estate Director 

Responsibilities: 
 Provide overall strategic leadership and tactical implementation for the organization’s project 

development pipeline; oversee timely and efficient progress of all projects through to project close-
out and placing properties in-service; 

 Work closely with the Executive Director on all matters related to HBI work and manage the review 
and approval of projects and investments by the HBI Board of Directors; 

 Provide leadership and management to HBI’s Senior Project Manager and any additional staff; 

 Proactive strategist on project prospecting and pipeline development, identifying and analyzing 
prospective projects for the organization’s consideration. 

 Prepare and approve site feasibility analyses, development and operating pro forma and associated 
schedules for projects across the organization’s pipeline and prospect pool;  

 Arrange project financing, including sources of debt, equity and subsidy.  Prepare project packages 
for commercial, intermediary and public financing, including grants; negotiate terms and conditions 
related to property purchases, predevelopment planning, construction and permanent financing; 

 Oversee asset management and related property budgets of completed properties. 

 Collaborate with full staff and board to develop and implement plans for HBI’s operational 
infrastructure, systems, processes, and personnel. 

 

Qualifications:  
 BA degree in related field; MBA/MS, MCP, MArch or similar preferred; 

 Minimum of 5 years of real estate development or financing experience; 8-10 years preferred; 

 Substantial experience overseeing the real estate development process, from acquisition to 
financing though design and construction.  

 Demonstrated experience building and supporting a high-quality, effective team of professionals; 

 Familiarity with zoning laws, codes and permitting regulations in Boston a plus; 

 Direct experience with utilization of Federal and State historic tax credit financing sources; 
Preference for candidates with experience with myriad sources of conventional and subsidy 
sources of financing, especially those typically applied to affordable housing and neighborhood 
revitalization projects such as LIHTC, New Markets, CDBG, and HOME; 

 Knowledge of historic preservation strategies, neighborhood planning and community 
revitalization best practices preferred;   

 Strong negotiation, public speaking and community presentation skills; strong writing and editing 
skills, and proficiency with MS Word and Excel; 

 Excellent relationship-building skills and a customer-service orientation that leads to sustainable 
and mutually beneficial external partnerships. 

 
Historic Boston values a diverse workplace and strongly encourages women, people of color, LGBT 
individuals, people with disabilities, members of ethnic minorities, foreign-born residents, and 
veterans to apply. HBI is an equal opportunity employer.  

 
Please send a cover letter, salary requirements and a resume to Kathy Kottaridis, Executive Director, 
Historic Boston Inc., 3 School Street, Boston, MA  02108 by e-mail to kathy@historicboston.org. 
Please place the subject title "Director of Real Estate" in the subject line of your e-mail.  


