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Capital Planning Analyst- Central Office- Hayward  

Summary  

The Capital Planning Analyst will be primarily responsible for the physical needs review and capital and reserve 
planning of the existing Eden Housing portfolio and oversight for preventative maintenance programming and 

implementation. This position reports directly to the Sustainability and Energy Asset Manager or Senior 
Sustainability and Energy Asset Manager and can routinely be tasked with support and analytical functions of that 
role. 

Essential Duties & Responsibilities  

 Lead long-term physical needs planning for Eden’s portfolio.  

 Design an ongoing schedule to obtain and review PNAs (physical needs assessments) on a regular basis as 

well as obtaining and integrating feedback from Property Operations/ Facilities and Asset Management 
teams into 5-year capital plans. 

 Lead the interdepartmental review process for new PNAs and maintain proper storage and documentation.  

 Work with Asset Management team to analyze and advise on appropriate replacement reserve funding 

needs based on capital needs identified in PNAs and through integrated feedback. 

 Ensure long term property sustainability by providing technical assistance to Property Operations on 

developing 5-year capital plans; review proposed plans during the annual budgeting process and provide 
recommendations and guidance on proposed use of replacement reserves and prioritization for capital 
projects. 

 Collaborate with other team members, serve as construction and capital planning subject matter expert, 

and provide technical guidance throughout the organization, as needed. 

 Periodically review the annual capital projects schedule maintained by Facilities and provide input on 

projects scheduling, completion and funding availability. Routinely monitor the status of the annual 
schedule and work toward overseeing completion, where applicable. 

 Develop and maintain a consolidated portfolio level capital needs schedule with a specific emphasis on 

documenting long-term funding availability compared to capital needs, and project funding shortfalls.  

 Seek out funding sources and rebates for capital projects particularly related to energy and water 
efficiency improvements and properties with funding shortfalls.  

 Develop and oversee Preventative and Routine Maintenance Programming policies and procedures for all 

major building and site systems including but not limited to HVAC, Fire and Security Systems, pumps and 
fans, decks and landings, roof, building envelope, interior, and exterior lighting, landscape and hardscape. 

 Serve as a point person for staff relative to annual Preventative and Routine Maintenance Programming 

inquires. Provide technical guidance to Facilities and Property Operations for the delivery of Preventative 
and Routine Maintenance Programming. 

 Ensure that all building systems are operating within required specifications and provide technical 

guidance to Facilities and Property Operations for corrective action. 

 Collaborate with and at times lead interdepartmental efforts for the development and delivery of Energy & 

Water Systems Preventative and Routine Maintenance Programming for energy and water efficiency 
systems. Provide first line service response for emergency work and under-performing systems related to 
energy and water efficiency systems. Ensures service vendor resourcing, scheduling, and performance 
tracking. 

 Develop and maintain tracking methods for warranty dates on new construction and rehabilitated projects 
and participate in final walk-throughs and establish proper ongoing preventative maintenance needs. 

 Participate in design and construction team meetings, as needed, and provide technical guidance and 

advice on Better Building Practice for Eden’s portfolio.  

 Active Asset Management participant for construction defects investigations providing subject matter 

expertise from an owner’s perspective.  

 General Asset Management responsibilities as assigned, including, but not limited to monitoring and 

reporting on the operational and financial performance of Eden’s portfolio; researching partnership and 



loan agreements to determine property strategy; engage with Property Operations staff in developing 
corrective operation action plans; other tasks as needed.  

SUPERVISORY RESPONSIBILITIES  
Directly supervises one or more employees in accordance with the organization’s policies and applicable laws. 
Responsibilities include interviewing and training employees; planning, assigning, and directing work; appraising 
performance; rewarding and disciplining employees; and addressing complaints and resolving problems. 

Qualifications  

EDUCATION and/or EXPERIENCE  

 Bachelor’s degree or graduate degree in Engineering/Construction/Business/Environmental 
Studies/Finance or a related field a plus. 

 Minimum 5 years of work experience, or an equivalent combination of education and experience, in varied 

construction trades or multi-family property maintenance or facilities management. Minimum of two-year 
college or university program certificate or holds an active CA Contractors State License, Class B. 

 Experience in managing facilities related to affordable housing developments a plus. 

 Knowledge of apartment property management, preferably in an affordable housing management 

environment. 

 Proven skills in managing rehabilitation and construction projects ranging from $5,000 to $500,000 a plus. 

  
PREFERRED SKILLS and/or ABILITIES  

 Proficient with MS Office (i.e. Microsoft Word, Excel, and Outlook). 

 Ability to work independently and as part of a team. 

 Great communication skills, including written, verbal and presentation skills 

 Proven ability to work with diverse groups in cooperative problem-solving and consensus building. 

 Strong attention to detail 

 Excellent time management skills, multitasking and ability to set priorities 

 Flexible, pragmatic, problem-solver 

 Demonstrated capacity to read, analyze and understand complex loan, regulatory and legal documents. 
Proven ability to create and manage project budgets and expenses. 

CERTIFICATES, LICENSES, REGISTRATIONS  

 Building Systems Maintenance Certificate (BOMI), Certified Facility Manager (IFMA) credentials preferred  

 Valid California Driver’s License and insurance required.  
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