TITLE

Portfolio Strategy Analyst
REPORTS TO 
Senior Vice President of Portfolio Strategy 

JOB DESCRIPTION

The Portfolio Strategy Department is responsible for synthesizing information from Asset Management, Property Management, Finance, Accounting and Market Research to develop and make recommendations for short-term and long-term real estate strategy for the Funds and the Portfolio to the Investment Committee and the Board.  The Department analyzes the annual budget, five-year capital plan and the impact of potential sales and refinancing in formulating recommendations for Fund cash reserves and Fund investor distributions.  This position assists with the development and enhancement of reporting to investors and management.

RESPONSIBILITIES
Analyst Monthly Reporting

· Produces three topics for the Monthly Portfolio Meeting with supporting analysis for recommendations.
Analyst Quarterly Reporting
· Creates distribution recommendations for assigned Funds and provides supporting analysis.
· Reviews reforecasts, prepares capital funding, and produces variance analysis explanations for annual reforecast compared to budget.
· Establishes issues/priorities for assigned Fund

· Reviews development risk mitigation templates and draft minutes from selected meetings.  

· Reviews apartment performance for annual reforecast to budget.

· Attends appropriate sections of apartment and development meetings

· Provides detailed information for Fund updates to Investor Relations for draft of Fund VI, VII and USA concerning leasing, sales, refinancing, returns etc..  
· Prepares and reviews PCA report for Fund IV and upcoming USA Fund.

· Reviews new investor property templates.

· Updates Cougar valuations for properties with significant changes.

· Supplies Fund covenant compliance on LTV for Fund VI at 65% when 90% invested.

· Provides current diversification compared to targets by type, geography, JV/direct and strategy for Fund VI, USA and Fund VII

· Presents CIO with investment plan with projected diversification for remaining un-invested equity to help in resource allocation- Fund VII and USA.

· Reviews or prepares updated fund cash forecasts for Fund VI, VII and USA.
Analyst Semi-Annual Reporting
· Portfolio Book.

· Fund Summaries.

· Fund Update for Fund V.  

· Attends Value Creation Meetings
Analyst Annual Reporting
· Budget Review and Write-up of Each Fund.

· Annual Cougar Valuations.

· Answers auditor questions on valuations.

· Fund Long-Term Liquidation Analyses, Funds VI, V, IV, III and USA.  Need projected property level returns.  Need sensitivity to base models.  Need CIO and Asset Management sign-off on sale values for Base Model.  

· Prepares performance attribution analysis for Funds.

· Reviews fund financial statements. Provides comments and incorporates significant events into year-end Fund write-up.  (Details of Appreciation etc.)

· Assists with preparation of management discussions to be distributed with audited financials.

· Prepares Fund updates for Funds III and IV.  

· Compares actual results to underwriting for ten major acquisitions/ developments and report findings to IC and CIO’s for potential changes in underwriting.
· Provides selected Analyst assistance on special projects as requested by Senior Vice President of Portfolio and Asset Management.
QUALIFICATIONS

· Financial/accounting and/or real estate background.
· Four years real estate work experience preferable.
· Real estate valuation experience preferred.
· Experience working with Excel, Microsoft Office Argus or Couger a plus.
· MBA desirable.
BEHAVIORAL CHARACTERISTICS

· Strong attention to detail.
· Excellent verbal and written communication skills.
· Ability to work in multi-task environment.
· Demonstrated ability to meet deadlines.
· Self-motivated individual.
· Flexible; collaborative, ability to work with all levels of a multi-faceted corporation.
· Business oriented team player.
· Demonstrates a high degree of responsiveness.
· Independent decision-making skills.

· Strong ability to grasp complex assignments quickly and work. independently on assigned tasks.

· Strong work ethic.
· Motivated by accomplishment and success.
COMPENSATION
New Boston Fund, Inc. offers a competitive base salary with bonus based on the experience and capabilities of the candidate. We offer a comprehensive benefits program that includes: Medical, Dental, 401(k), tuition assistance and other competitive benefits.


WEBSITE:
http://www.newbostonfund.com/careers/default.asp

APPLY IN CONFIDENCE TO: careers@newbostonfund.com
New Boston Fund, Inc.
60 State Street Suite 1500, Boston MA 02109
Tel: (617) 723-7760 Fax: (617) 227-4727
New Boston Fund, Inc is an Equal Opportunity Employer
While we would like to individually respond to everyone who expresses interest and submits their qualifications, the volume of responses allows us to contact only those who are the best fit for the position as outlined. 

