Commercial Real Estate Transaction Manager – Richards Barry Joyce & Partners 
Job Description – Richards Barry Joyce & Partners is seeking a Commercial Real Estate Transaction Manager to be part of a dedicated client service team for a Fortune 500 Financial Services client.  This candidate would immediately assume a significant level of responsibility managing real estate transactions, overseeing a dedicated retail and office portfolio and serving as the internal expert and main point of contact for their assigned portfolio.
Contact – Please send resume to cmccauley@rbjrealestate.com
Experience Required – The ideal candidate would have 5+ years experience in a commercial real estate-related role (broker, internal corporate real estate, real estate law, etc.) especially in the retail sector.  
Company Description – RBJ&P was founded in 2001 by 9 industry veterans and is now established among Boston’s leading Commercial Real Estate Advisory firms.  RBJ was awarded the 2005 “Small Business of the Year” by the Boston Chamber of Commerce and has been consistently ranked in the “Best Places to Work” list by the Boston Business Journal.  

Education – 4 year college degree 

Geography & Travel - The position is located in Boston’s Financial District.  The position will require some regional travel. 
Skills, Knowledge & Abilities - The skills, knowledge and abilities that are desirable in a candidate that would enable an individual to excel in this position include: 

· Ability to manage the full life cycle of commercial real estate transactions (site feasibility, financial analysis, new leases, renewals, expansions, subleases, contractions, expirations, sales, early terminations, internal reporting, portfolio benchmarking, stakeholder relationship management, etc.) 

· Ability to simultaneously manage multiple deadline-oriented tasks

· Expectation to become main point of contact for assigned portfolio for all internal and external parties 
· Coordination of real estate project activities with internal clients (business unit leaders, legal, risk management, project management, facilities management) and outside parties (landlords, tenants, engineers, architects)
· Ability to excel both in a team environment and independently execute individual responsibilities  

· Comfortable with high expectations of personal accountability

· Strong interpersonal skills 

· Attention to detail 

DETAILED RESPONSIBILITY DESCRIPTION
PORTFOLIO MANAGEMENT:

· Monitor assigned portfolio by reviewing critical performance metrics and oversee the issuance of key portfolio performance reports.
· Monitor and act on critical dates (and related) reports to effectively handle all option dates.
· Develop surplus space disposition strategy plans and effectively execute against agreed upon plan.
· Meet with internal leaders regarding portfolio strategic planning including the consideration of consolidations, asset monetization, property re-use, etc.

· Continually evaluate assigned portfolio to preserve (and/or maximize) property value.  Includes providing, on an as-need basis, opinion memoranda regarding market value, market conditions, etc. Research/recommend opportunities for portfolio optimization (cost savings, location efficiencies, etc.).

· Main point of contact for all parties involved in portfolio properties (e.g. landlord, tenant, project manager, etc.)
TRANSACTION:
· Transaction-related activity single-point-of-contact. Primary negotiator on acquisitions, dispositions, renewals, relocations, amendments, special projects, etc.
· Meet with internal market leaders to define transaction requirements and create transaction plan.

· Conduct exploratory studies in support of internal market or location-specific evaluations.  Active participant in preparation of internal approval analyses (“Cost of Real Estate Analysis,” Operations Pro Forma, etc.).
· Engage local brokers and other involved team members (engineer, architect, appraiser, etc.), when applicable, and lead transaction team on all new sites, relocations, renewals, contractions, expansions, and related activities.  Includes managing timeline and ensuring that critical milestones are met.
· Manage the development of market surveys and identifying locations consistent with corporate real estate requirement.  Proficient in ordering and understanding demographic studies, market studies, property assessment reports, comparative analyses, short-listing, cost-benefit analysis, etc.

· Develop scenario/comparative and other financial analyses, while interacting with internal departments (such as finance, corporate planning) to determine cost implications and project viability/feasibility.

· Draft and negotiate Letters of Intent/Term Sheets.  
· Prepare, issue and facilitate internal approvals
· Work directly with internal and/or outside legal counsel to negotiate and complete transaction documentation (lease agreement, etc.).  Interact with risk management, project management, facilities management and other involved parties in ensuring that all business points are addressed comprehensively and consistent with internal requirements.
· Ensure necessary transaction-related paperwork is complete and a full set is forwarded to lease administration for inclusion in the lease administration database system.  
· In conjunction with internal Legal, handle condemnation suits, building violations, LL and tenant disputes, lease surrender obligations, etc. and recruit appropriate internal and outside resources to ensure matters are handled appropriately.

· Active participant in conducting property due diligence (acquisition and disposition).  Includes physical, title, environmental, value, etc.
· Manage the marketing and disposition of surplus assets through asset sales, leasing, and early terminations.
· Maintain and monitor real estate tracking system to ensure timely project completion.  Provide regular updates to management re: transaction status and proactive progress.

· When applicable, negotiate commission agreements and splits with landlords and third party real estate brokers.

· Adhere to corporate real estate standard operating procedures.

BUSINESS RELATIONSHIP:
· Maintain regular meetings with internal customers to discuss portfolio and/or transaction performance, strategic planning, market and business conditions, etc.
· Have strong, proactive, and growing relationships with developers, investors, brokers, and other real estate professionals as a resource.
MARKET ADVISOR:
· Collect and evaluate current market data for determining overall market potential and trends, including competitive studies, to assist with the identification of potential locations in new submarkets.
· Provide benchmarking data, trends, and information re: activities of the competition.

· Provide specialized analysis tools such as mapping, demographics, labor analytic tools, etc.

