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CCOC is looking for a Project Manager to manage its new Cahdco Toolbox 
initiative. The Cahdco Toolbox is a nationwide initiative to coach and mentor the 
creation of non-profit development corporations and the development of new 
affordable housing. The ideal candidate would be passionate about the 

development of affordable and sustainable housing to help low-income and moderate-
income individuals, has exceptional organizational & communication skills, and is able to 
juggle multiple projects while meeting deadlines, whilst leading a team of project 
coordinators 
  
About Us: CCOC is an innovative and award-winning non-profit landlord and a recognized 
affordable housing leader with over 50 properties located in downtown Ottawa providing 
nearly 1,700 affordable homes. Cahdco is CCOC’s non-profit real estate development 
corporation. Cahdco combines the affordable housing experience and resources of CCOC with a 
team of development, construction, and project management experts. 
 
Are you the right fit for our team? Are you a self-starter with strong organizational 

skills, leadership, and project management experience who is comfortable with 

complex projects, big numbers and tight deadlines? Do you have experience with 

Adobe InDesign and Microsoft Office, including Microsoft Project? Familiarity with 

affordable housing and environmentally sustainable energy-efficient design and 

construction is also an asset.  

 

Apply to be our next Project Manager today! CCOC is a progressive employer of 

choice that values diversity, collaboration, inclusive and open decision-making, 

innovation, creativity, and sustainability in all that we do.  

 
Compensation: Starting wage between $61,327 and $72,149 based on experience and 
qualifications. Maximum compensation for this position is $82,971. 
 
Benefits: Extended health care, dental and eyewear, OMERS pension. 
 
Application deadline: Thursday September 29th, 2022 at 4:00pm.  
How to apply: Forward resume and cover letter by email to hiring@ccochousing.org.  
 
It is CCOC’s goal to be an inclusive organization and we are dedicated to building a workforce 
that reflects the diversity of the community in which we live and serve. We, therefore, actively 
seek to recruit candidates who are Indigenous, Black, Persons of Colour (IBPoC), persons from 
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the LGBTQIA2+ community, persons with disabilities and women. Preference will be given to 
candidates with skills in additional languages, and candidates with personal or professional 
experience with marginalized communities. 
 
While we appreciate all applications, only those selected for an interview will be contacted.  If 
you require accommodation during the interview process, please advise us when initially 
contacted. 
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 Project Manager  

 

Reports To: Director, Housing Development 

Department: Development   

 
 

Summary 
The Project Manager oversees the planning, implementation, and tracking of real estate 
development projects on behalf of Cahdco and CCOC. The Project Manager manages the 
feasibility, planning, financing and construction of real estate development projects. 

 

Responsibilities (this is not an exhaustive list) 
Manages the real estate development projects, as outlined in the key responsibility areas 
outlined below: 

• Project Management – Monitor the project scope, schedule and budget (key 
performance indicators) throughout the phases of the project, and coordinate 
adjustments as required; define the scope of the project in collaboration with the Client, 
project team, Director of Housing Development and the Senior Project Manager; create 
a detailed work plan and schedule that identifies and sequences project activities, and 
allocates resources needed to successfully complete the project  

  
• Project Feasibility – Gather information to understand the Client’s vision; clarify Client 

organization’s governance model, authority and decision-making structure; obtain 
information on potential properties and evaluating their viability (i.e., zoning, size, 
location, etc.); prepare costs analysis of potential purchases; identify potential risks and 
opportunities; assess the project financial viability, including funding sources; 
summarize 
 

• Project Financials  – Establish the project budget (capital and operating); advise on 
potential sources of funding and financing; coordinate funding applications and advise 
on contribution agreements; identify equity requirements; project and monitor cash 
flow; coordinate financing draws including reports to the Project Monitor; oversee cost 
tracking by the Development Coordinator; review progressive classes of construction 
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cost estimates; review invoices and change orders; monitor contingency use 
 

• Procurement – Procure consultants and project team members, including: preparation 
of scopes of work and administering Request for Proposal processes; evaluate 
submitted proposals; make recommendations to the Client for consideration; negotiate 
terms of contracts with consultants; supervise the issuance of purchase orders; monitor 
the quality of deliverables; coordinate the architect and builder to produce a tender 
price  

 
• Stakeholder Coordination – Manage the coordination of Clients, consultants, partners, 

and other project stakeholders to ensure project success; oversee the preparation of 
development project design and construction documentation; coordinate project team 
meetings during design development; liaise with Client legal counsel on contracts and 
other matters as required; monitor construction progress and preparation of close-out 
documentation 

 
• Partnership Development – Identify potential partners appropriate to the Client’s 

project; prepare and coordinate the execution of Memoranda of Understanding (MOUs) 
with project partners; manage partner relationships 
 

• Project Development- Draft and develop project proposals and draft responses to 
Requests for Expression of Interest; create business cases of potential projects and 
convey complex information clearly and accurately. 

 
• Communicating and Reporting – Coordinate the preparation and writing of professional 

documents, including feasibility reports, business cases, funding proposals, financing 
applications, project charters, and project progress reports, tailored to the specific 
Client; undertake regular communication by email, in-person meetings, phone calls; 
supervise the management of files to ensure all project information is appropriately 
documented and secure; provide presentations to the Client’s Board of Directors as 
required; liaise with representatives from the Municipality and other levels of 
government, funder, lenders, and other groups as required 

 

In addition, the Project Manager: 
• Contributes to the ongoing improvement of systems, procedures and tools of the 

Development Department and Cahdco to ensure high quality customer service 
• Participates in business development activities as required 
• Performs such other duties as may from time to time be assigned by the Senior 

Project Manager, the Director of Housing Development or the Executive Director 
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Hires, trains, coaches and supervises staff: 
• Ensures a fair distribution of work 
• Reviews work produced by staff 
• Carries out annual performance reviews 
• Ensures the effective integration of staff into larger corporate workflows and the 

organizational mission 

This position supports the work of Centretown Citizens Ottawa Corporation, Centretown 
Citizens Housing Co-operative and Cahdco (Centretown Affordable Housing Development 
Corporation). 

 

Education and Experience 
• Completion of a four-year post-secondary technical degree, such as architecture, 

engineering or planning 
• Three years of related work experience, in the fields of architecture, construction, land 

use planning and/or real estate development 
• Experience and formal training combined with demonstrated performance and ability 

may substitute for stipulated academic requirements 
• Advanced ability to use Microsoft Office, including Microsoft Project 
• Knowledge of Google Suite is considered an asset 
• Knowledge of Adobe Suite is considered an asset 
• Advanced verbal and written communication in English 
• Ability to communicate in French is considered an asset  
• Project management certification is considered an asset 
• Valid Ontario Class G Driver’s License and access to a working vehicle is considered an 

asset 
• Demonstrated strong working knowledge and understanding of affordable housing, 

building codes, construction, land and real estate development, or land use planning 
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