
 

 

Position Announcement 

 

PathStone is seeking a Development Administrator to provide administrative assistance to the Real 

Estate Development team in Rochester, NY. 
 

who 
us 
PathStone is a nonprofit organization based in Rochester, NY with a mission of building family and individual 
self-sufficiency by strengthening urban and rural communities. PathStone operates 12 lines of business in the 
areas of training and employment, health and safety, housing services and community development.    
 

PathStone’s Real Estate Development assists with creating opportunities for people to live and work in thriving, 
diverse communities from which they can create family assets and access robust community services by 
developing affordable rental and for-sale homes. 
 

What sets PathStone apart from the rest? 
 

 PathStone’s two distinct lines of business—direct services and community and housing development—are 
rarely combined within one organization. This means that our staff are exposed to a broad number of 
programs and a variety of job functions.  

 PathStone has a reputation for taking strategic risk. Our belief that “we don’t know until we try” is why we 
have continuously developed innovative programs over the last 40 years.  

 

you 
You are looking for a challenge and a chance to change the world for the better. You know that social impact is 
as important a measure of corporate success as profitability. You want to use your creativity to find quicker, 
better and more cost-efficient ways to help people. You are ready to try on new hats and find new solutions to 
old problems. You want to make a difference in the lives of others. 
 

What sets you apart from the rest?  Specifically, you have the following skills, experience and/or education: 
 

 Possess education and experience sufficient to adequately fulfill position responsibilities, evidenced by a 
high school diploma and a minimum of 5 years combination of higher education and work experience in a 
related field 

 Possess strong written and verbal communication skills, including strong capacity in Outlook (or similar 
email/calendar program), Word, PowerPoint, and database software   

 Competency in Publisher or other graphic design software strongly preferred 

 Possess experience in financial management and budgeting, including strong ability in and past experience 
with Excel 

 Demonstrate high level of ethical values, including honesty, integrity, confidentiality and diplomacy 

 Experience working within the non-profit sector and with government funding agencies strongly preferred; 
experience working in a field related to housing counseling, real estate development, homeownership, 
construction, or commercial finance preferred 

 Bilingual in English/Spanish preferred 
 

what 
This is a full-time position. The Development Administrator provides direct administrative and management 
support to the Real Estate Development team and Director of Program Relations.  Specifically, this position is 
responsible for: 



 

 

 Day-to-day support to programming for Real Estate Development (RED) and the Housing Division 

 Support in managing calendars and processing travel arrangements for Housing Division Executive and RED 
Staff   

 Arranging and coordinating meetings, conferences, and special events on behalf of Director of Program 
Relations (DOPR) and RED staff 

 Maintain professional communication with clients as well as prepare minutes of client, Board, and other 
meetings 

 Assisting the RED team with meeting development reporting requirements and preparing drawdowns along 
with construction draws, in addition to assisting with preparing elements of applications documents 

 Assisting in responsibility for online registrations that impact funding applications 
 

where 

This position is located in Rochester, NY. 
 

when 

This position is available immediately. 
 

why 

PathStone offers a chance for you to improve the world, but we also know that you have bills to pay. We offer a 
competitive compensation and benefits package, including: 

 

 Salary is based on demonstrated experience and qualifications 

 Health insurance for eligible employees 

 Pension plan for eligible employees with an employer contribution 

 Annual cost-of-living adjustment and merit-based pay increases 

 Generous vacation and holidays 

 Employment at PathStone qualifies for the federal Public Service Student Loan Forgiveness program 
 

how 

Please submit your cover letter and resume to apply@pathstone.org, with “030-19” in the subject line, no later 
than March 26, 2019. 

 
 
PathStone is an Equal Opportunity Employer.  Our TDD number for the deaf and/or hearing impaired is 1-800-545-1833.  
Any applicant may request assistance in completing the application process by emailing apply@pathstone.org.   

 
 

mailto:apply@pathstone.org
mailto:apply@pathstone.org

