
 

 

  
 
Cornerstone West CDC                                          
Job Description:  Real Estate and Marketing Manager 
 
 
ORGANIZATIONAL BACKGROUND 
Cornerstone West CDC is a non-profit organization based in Wilmington, DE.  Cornerstone West CDC’s mission 
is to create affordable housing and promote the revitalization of Wilmington’s West Side, a unique and historic 
neighborhood made up of a collection of four small but cohesive communities at the doorstep of downtown. A 
testament to Wilmington’s diversity, the West Side is home to some of the most economically, racially, and 
socially diverse communities in the state. Cornerstone facilitated the development of a West Side Revitalization 
Plan in 2012 and is leading implementation efforts in the areas of economic development, housing, and 
community engagement.  For more information, see our website: www.westsidegrows.org or find us on Facebook: 
West Side Grows.  
 
SUMMARY OF RESPONSIBILITIES 
The position of Real Estate Development & Marketing Manager is a newly created position reporting to the 
Director. The Real Estate Development & Marketing Manager will work closely with Cornerstone West CDC’s 
Director, Board of Trustees, and a multitude of community stakeholders on key projects in the West Side of 
Wilmington. This position will be responsible for all of Cornerstone’s real estate activities including: property 
management, infill housing development and rehabilitation, sales and leasing, mixed use development, and 
commercial corridor development.  
 
The ideal candidate will have experience with the full spectrum of real estate responsibilities and should be able 
to take a project from concept to completion. The ideal candidate should have experience assembling complex 
financing packages using multiple sources including government (CDBG, HOME, NSP, etc.), banks, CDFI, tax 
credits, private equity, etc. The ideal candidate will have experience working with a spectrum of professionals 
involved in the real estate development process including architects, engineers, planners, consultants, real estate 
agents, government officials, and financial institutions. The ideal candidate should be able to work independently, 
adhere to project timelines, and manage a variety of projects simultaneously.  
 
RESPONSIBILITIES INCLUDE: 

 Develop and implement plans for real estate development projects, including rehab, new construction, 
and commercial projects.  

 Identify projects and manage from predevelopment to completion.  

 Develop budgets, designs, specifications and timelines, obtain bids, prepare contracts, obtain appraisals, 
environmental reviews. Write specifications. Secure permits, authorize expenditures, develop 
relationships with new subcontractors.  

 Work with the Director, Board, and community in developing a preferred architectural vision for mixed-use 
development in the commercial corridor and for infill housing throughout the neighborhood.  

 Develop leasing and marketing materials with the Director and Board in order to effectively market new 
commercial and residential space in the neighborhood.  

 Assist with the development of marketing tools for the neighborhood at large.  

 Partner with community members to implement beautification strategies to improve the look of the 
business district.  

 Manage City contracts and prevailing wage compliance where necessary.  

 Participate in the development of a comprehensive housing strategy for the West Side of Wilmington in 
conjunction with other key stakeholders.  

 Manage Cornerstone’s commercial property, which is a combination of rentals and vacant land.  

 Complete government grant applications when seeking gap funding for certain projects.  

 Complete all real estate development project pro formas.  

 Attend and participates in community and organizational programs and meetings.  

 Other duties as assigned by the Director.  
 



 

 

QUALIFICATIONS 
The knowledge and abilities which are require d to perform the duties and responsibilities of this position are as 
follows:  
 
Ability to: 

 Work as a team player and with a variety of partners, organizations, and stakeholders. 

 Manage and handle multiple projects, meet deadlines. 

 Articulate vision and think creatively.  

 Show attention to detail. 

 Communicate effectively (oral and written). 

 Problem-solve (independently and thoroughly seeking out answers to problems and questions). 

 Build relationships and work effectively with diverse groups of people.  

 Demonstrate passion about neighborhood development, resident participation, and the idea of people 
working together to create positive change. 

 Work on government funded real estate projects. 
 
Knowledge of: 

 Proficient knowledge of MS Word, MS Excel, MS Powerpoint, Google Suite. 

 Neighborhood development, real estate development and urban planning.  

 Database programs and GIS mapping programs (preferred). 

 Graphic design (preferred).  

 Microsoft Word, Excel, Powerpoint, and Google Suite. 

 
EDUCATION/EXPERIENCE 

 Minimum of 5 years of Real Estate Project Management experience, specifically in development 
finance, real estate development, real estate finance, or community development. 

 Bachelor’s degree in related field which has equipped applicant with the knowledge, skills, and 
abilities to perform the duties of the position. Master’s degree preferred. A combination of education 
and experience will also be considered.  

 
SALARY/BENEFITS:  
Compensation is competitive and includes full benefit package such as paid time off, medical, dental and life 
insurance, and employer contribution to retirement plan. 
 
CONDITIONS OF HIRE:   

 A satisfactory criminal background check and valid driver’s license and acceptable driving record are 
required at time of appointment and throughout employment in this position.   

 Must have own transportation.   

 Must be able to work a flexible schedule, including evenings and weekends, in order to attend community 
meetings and events. 

 Must be able to visit construction work sites/hard hat areas, including walking and maneuvering on 
uncompleted floor surfaces, among construction materials and debris, and climbing stairs and ladders. 

 
HOW TO APPLY:  
For immediate consideration for this position, please e-mail a cover letter, resume, and salary requirements to 
apply@westsidegrows.org.  
 
Review of applications will begin immediately and will continue until the position is filled. EOE/M/F/D/V 
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