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Owner: The owner of the project will be Haddington-III, L.P. The general partner of 

Haddington III will be PCAH/Haddington Corporation, of which Mission First - 1260 HDC 

(AKA 1260 Housing Development Corporation, a Pennsylvania nonprofit corporation) will be 

the sole member.  

 

Team Structure: The Haddington III project team will be composed of the following: 

 

Development Entity: Mission First - 1260 HDC (AKA 1260 Housing Development Corporation, 

a Pennsylvania nonprofit corporation), a member of the Mission First Housing Group. The 

Developer will be responsible for securing all financing including City of Philadelphia PRA 

funding and Low Income Housing Tax Credits, and overseeing financial closing and renovations 

of the properties. 

 

Mission First Housing Group is a family of nonprofit companies, 1260 Housing Development 

Corporation, Columbus Property Management and Development, Inc., Mission First Housing 

Development Corporation and Dover Housing Development Inc. Its mission is to develop and 

manage affordable, safe and sustainable homes for people in need, with a focus on the 

vulnerable.  

 

Mission First’s commitment to provide housing for the most vulnerable began in 1988 with 1260 

Housing Development Corporation (1260 HDC). Mission First’s original purpose was to provide 

for the housing needs of adults living with chronic mental illness. In 1993, 1260 created its 

property management affiliate, Columbus Property Management & Development, Inc. (CPM) In 

2010, the organization grew to include a Washington DC based nonprofit development company 

called Mission First Housing Development Corporation (MHFDC) and a small nonprofit 

developer in Dover, Delaware (Dover Housing Development Inc.), and the organization’s 

footprint became the Mid-Atlantic region. 

 

A 2012 strategic planning process not only united each of the entities under the name Mission 

First Housing Group, it also affirmed the following core values: Fairness, Collaboration, 

Stewardship, Leadership, and Accountability.  

 

Today Mission First Housing Group manages more than 2,500 units of affordable housing, 

serving more than 3,100 people throughout the Mid-Atlantic region. Mission First provides 

critical housing resources for low-income individuals and families, seniors, individuals with 

disabilities, and veterans. Mission First is committed to supporting its residents in their efforts to 

live independently, providing, or partnering to provide, a wide range of services. Mission First is 

also committed to energy efficiency and environmental stewardship. All of its new construction 

and rehabilitation projects are built to meet Enterprise Green Communities Criteria.  

 

Mission First has an extensive history with the Philadelphia Housing Authority (PHA). In 1988, 

the U.S. Department of Housing and Urban Development (HUD) awarded Mission First 125 

program-based Section 8 vouchers, administered through PHA. In 2003, PHA awarded Mission 

First an initial 365 Project-Based Section 8 vouchers, which has grown to nearly 500 vouchers 

today. In addition, Mission First houses approximately 100 residents with Housing Choice 

Vouchers. Over 25 years of experience with PHA and both voucher programs provides evidence 

http://www.greencommunitiesonline.org/tools/criteria/
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of Mission First's stewardship of PHA processes from referrals and leasing through reporting and 

compliance with Housing Quality Standards. Mission First also serves as a mini-housing 

authority for its Mainstream Housing for Persons with Disabilities, providing vouchers for 50 

households. 

 

In addition to its vast experience with PHA subsidies, Mission First has 25 years of experience 

with numerous other subsidy programs and the associated reporting requirements for each. 

Mission First currently has five HUD Supported Housing Program grants providing operating 

and supportive service funds; eight HUD Shelter Plus Care rental assistance grants; eleven HUD 

Section 811 developments, constructed with Capital Advance dollars and operating with Project 

Rental Assistance Contracts. In addition, Mission First is the recipient of City of Philadelphia 

Supportive Independent Living subsidies for numerous residents. Finally, Mission First operates 

or will operate 16 Low Income Housing Tax Credit developments in Pennsylvania and one in 

New Jersey, as well as 21 Federal Home Loan Bank of Pittsburgh Affordable Housing Program 

grants, four Federal Home Loan Bank of Atlanta grants, and three Federal Home Loan Bank of 

New York grants. 

 

Architect: Barton Partners. Principal Matthew Koenig. Architect is responsible for all design and 

specifications for the renovation of the 48 properties. Design and specifications will be reviewed 

and approved by the Developer. Barton will also act in a construction supervisory roll, reviewing 

monthly funding draw paperwork and change orders. 

 

Founded in 1990, Barton Partners is a multi-disciplinary design firm comprised of architects, 

urban designers (site planners), landscape architects and interior designers. It provide an 

integrated design approach, which maximizes the quality and efficiency of our projects. With 

60+ professionals located in suburban Philadelphia, Barton Partners has offered professional 

design services for over 20 years throughout the eastern half of the United States. The disposition 

of its clients is indicative of our success, with over 80% of its projects coming through repeat 

work. 

 

Attorney: Askot, Weiner & Cohen, LLC. Mark Cohen, principal. The attorney will work with the 

Developer on the financial closing with all funding sources and will also serve in a consultant 

role for the ongoing operational compliance of the project as necessary. 

 

Askot, Weiner & Cohen specializes in real estate law. Mark S. Cohen, Esq., the lead principal, 

has extensive experience in working with the City of Philadelphia, various state agencies and 

lenders on affordable housing projects. He has provided legal counsel on many LIHTC projects, 

including Monument Mews, Belmont Housing, Walnut/Thompson Access and Fourth Street 

Access. Mark has successfully represented ACHIEVEability in numerous project over the last 

several years, including Haddington I, Haddington II, AppleTree, Avondale, Ruby, Woodcrest, 

and most recently, Von Louhr II.  

 

Property Management: Columbus Property Management & Development, Inc., a  member of the 

Mission First Housing Group and thus, related to the Developer, will provide property 

management services. The Senior Director of Property Management is Heidi Bohn. Staff on-site 

will work closely with the Senior Director to provide property management services and 
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maintenance services to all 48 buildings. CPM also utilizes a state of the art, web-based property 

management, and maintenance and accounting database to process all aspects of property 

management, including tracking rents, work orders, and traditional accounting procedures. 

 

Columbus Property Management & Development, Inc. (CPM) serves as management agent, and 

maintenance provider for Mission First properties. CPM is a 501(c)(3) Pennsylvania nonprofit 

corporation with a mission to provide quality property management and development services to 

affordable housing projects serving low-income and special needs individuals. Backed by over 

20 years of experience, the company combines traditional real estate techniques with a social 

mission to deliver high-quality, green community assets throughout the Mid-Atlantic region.  

 

CPM currently manages 1,658 units in Pennsylvania, 195 units in Delaware, 747 units in 

Washington, DC, and 47 units in Maryland. The portfolio includes 16 low-income housing tax 

credit projects totaling 839 units, and 11 HUD Section 811 projects totaling 107 units. In 

addition, CPM manages 125 fifteen-year Section 8 rental subsidies that were awarded by the 

Department of Housing & Urban Development, 548 project-based Section 8 rental vouchers 

awarded by the Philadelphia Housing Authority and the District of Columbia Housing Authority, 

and 50 rental vouchers under HUD’s Mainstream Housing for Persons with Disabilities program.  

 

CPM specializes in turning around troubled assets and re-syndicating expiring tax credit projects. 

The organization also plays a key role in linking its tenants to community-based supportive 

services which help elevate the quality of life and maintain stability. Employees at all levels are 

provided training through IREM and PMA as well as specialized LIHTC training and programs 

offered through HUD. In addition, CPM staff regularly receives Fair Housing Training by HUD 

personnel.  

 

General Contractor: Columbus Property Management & Development, Inc. (CPM) has served as 

general contractor for Mission First’s development projects. CPM has twenty years of experience 

in rehabilitation projects ranging from simple cosmetic upgrades to major renovation requiring 

complete interior demolition and redesign. CPM has served as general contractor for 39 of 1260 

HDC’s rehabilitation and new construction projects and is the contractor for two additional 

projects in development. It has also acted as general contractor for its 9,000 square foot office 

space. CPM was the general contractor for three safe havens for the City of Philadelphia 

Department of Behavioral Health. 
 

Supportive Services Provider: ACHIEVEability, Inc. The service provider will supply holistic 

services to the families residing in the project under the oversight of Mission First Housing 

Group executive staff. These services consist of: case management around the issues of 

education, employment, physical and mental health, parenting, child care, finances, recovery 

from disabling drug and alcohol addiction, personal growth and development, personal safety, 

home  management and permanent housing; workshops for parents on these same issues; 

workshops for children on topics such as conflict management, personal development and peer 

pressure; job placement and counseling services; a computer center, a wireless neighborhood 

computer network; housing counseling; psychological and drug and alcohol counseling; after 

school and summer programming; and recreational and cultural activities for families. 
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ACHIEVEability was founded in 1981 (as Philadelphians Concerned About Housing) by the 

Sisters of Mercy, business executives, neighbors and homeless women concerned about the 

future of low income, single parent families living in homeless shelters or substandard 

conditions. For the past three decades, ACHIEVEability has engaged the entire family in 

comprehensive and holistic personal growth, including the pursuit of postsecondary education. 

Using holistic community investment strategies, ACHIEVEability integrates safe and affordable 

housing and a multi-disciplinary approach to breaking the generational cycle of poverty. The 

trademarks: education/skills as the pathway to self-sufficiency, a high expectations and high 

accountability model and recognizing that parents are role models for their children. 

 

Profiles of Principals and Staff: 

Walter Kubiak, Chief Executive Officer, Mission First Housing Group Walter Kubiak came to 

Mission First Housing Group in 1994, when the organization acted as a leasing agency for 

Philadelphia; using a combination of rental and operating subsidies to master lease housing units 

for mental health consumers. At the time, the number of people the organization could serve was 

restricted by its funding sources and there was no strategic plan for expanding the number of 

tenants, or for sustaining its mission over the long term. Rather than accepting the limits under 

which Mission First had been operating, Walt had the vision to see that the wide range of 

untapped funding sources available presented an opportunity to increase the number of people 

Mission First could serve and ensure the organization’s future growth and prosperity. 

Understanding the expertise required to access and administer complex public funding, Walt 

expanded Mission First’s staffing and capacity and aggressively pursued development 

opportunities. Walt provides leadership to a staff of more than 100 individuals, and reports to the 

Board of Directors and works collaboratively with Executive and Director-level staff members in 

each of the respective entities to ensure the organization consistently achieves its mission and 

financial objectives. Walt oversees development and implementation of the strategic plan. His 

role is to ensure the organization effectively manages growth as a multi-state nonprofit 

affordable housing developer; assure the organization’s financial strength, balancing financial 

health and stability while advancing the mission; and to build the organization’s external identity 

in order to promote visibility, preserve and expand resources, and connect with other 

professionals and organizations. 

 

Prior to coming to Mission First, Walt negotiated troubled loan restructures for CoreStates Bank 

and the Resolution Trust Corporation. He also worked in many facets of commercial and 

residential real estate development, with an emphasis on rehabilitating troubled properties and 

coordinating the legal aspects of subdivisions, sales and partnerships. After earning his Bachelor 

of Science in Engineering and Economics from the United States Naval Academy in 1970, Walt 

served as a Captain in the United States Marine Corps until 1975. He then went on to earn both 

his Juris Doctor and LL.M. in Taxation from Villanova Law School. Walt has been in real estate 

development since 1978. 

 

Susan Patton, Interim Chief Executive Officer, ACHIEVEability Susan is an experienced leader, 

consultant and coach in organization strategy, restructuring and transformation with a specialty 

in change management and human resource program design. She is a recognized champion for 

leadership, diversity and inclusion and brings her passion for personal and organizational and 

human development to ACHIEVEability. Susan served in several executive roles at Merck & 
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Co, Inc. from 2004 through 2011. Most recently, she was Vice President of HR providing 

comprehensive organizational and talent management support to the corporate functions. Prior to 

joining Merck, Susan was a Principal in the Central Region with Towers Watson - a leading 

global HR consulting firm - where she spent nearly a decade in roles of increasing responsibility. 

At Towers Watson, she specialized in large-scale organizational change and served as North 

American Leader for Mergers & Acquisitions. Susan began her career in reinsurance 

underwriting and sales at NAC Reinsurance, Incorporated. Susan has a Master of Management in 

both management & strategy and marketing from the Kellogg School of Management at 

Northwestern University and a B.A. from Yale University. 

 

J. Alfredo de la Pena, Chief Operating Officer, Mission First Housing Group Alfredo oversees 

the management operations for over $125 million in real estate, which was developed through a 

combination of business loans, low income investment tax credits, HUD grants, Federal Home 

Loan Bank (FHLB) grants, HOME, and CDBG grants. This portfolio consists of more than 2,000 

apartments which provide homes to more than 3,000 people in the Philadelphia and Washington 

DC metropolitan areas. Alfredo’s responsibilities include overseeing the development, 

construction, property management, accounting, and IT departments, as well as managing cash 

flow for the $50 million budget.  

Prior to joining Mission First in 1996, Alfredo worked as a consultant for the Resolution Trust 

Corporation where he oversaw the consolidation of troubled assets with a book value of $5 

billion. Prior to that, he developed financial applications for mortgage systems. He also worked 

for several years in various aspects of residential and commercial real estate, performing 

financial analysis, budgeting, and cash flow analysis of development projects totaling $1.4 

billion. Alfredo has over 34 years of experience in real estate and finance. Alfredo graduated 

with honors from Temple University with a Bachelor of Business Administration with a dual 

major in Finance and Real Estate. 

 

Cecilia Loose, Chief Financial Officer, Mission First Housing Group Cecilia handles annual and 

interim financial and cost certification reporting to all federal, state and local funding sources as 

well as to the limited partners in all tax credit limited partnerships. She also provides tax 

reporting and compliance for all owned and controlled entities; and manages the accounting and 

compliance teams.  

 

Prior to joining Mission First in 2011, she worked for a regional public accounting firm where 

she specialized in accounting, auditing, and consulting services for not-for-profit, real estate, and 

distribution companies. In addition, she served as Director of Finance for a commercial 

construction company in the Philadelphia area. Cecilia graduated from Clarion University with a 

Bachelor of Science in Accounting and holds a certified public accounting license in the 

Commonwealth of Pennsylvania. 

 

Robert Kwait, Corporate Counsel, Mission First Housing Group Rob provides in-house counsel 

on real estate development and financing, corporate structuring, landlord-tenant issues and 

general corporate oversight and communications. His responsibilities include oversight of all real 

estate, loan, low-income housing tax credit funding transactions, and related legal matters. Rob 

also serves as a corporate officer to Mission First Housing Group.  
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Prior to joining Mission First in 2003, Rob worked in private practice at Duane Morris, LLLP 

and at Spector, Gadon & Rosen, P.C., concentrating in real estate, bankruptcy and 

reorganization, and corporate law. Rob holds a Bachelor of Science degree in Consumer 

Economics and Housing from Cornell University and a Juris Doctor from Cornell Law School. 

 

Sarah Constant, Managing Director, Mission First Housing Group Sarah is responsible for 

managing development projects, building client relationships, and overseeing the company's day-

to-day development operations. To date, she has closed more than $200 million worth of deals 

during her career and has numerous projects in development.  

 

Prior to joining Mission First, Sarah spent two years working for the Community Banking Group 

at Fleet Bank in Boston. There, she originated more than $10 million in investor-owned real-

estate transactions in targeted CRA markets, creating and preserving 600 units of affordable 

housing in the Boston market. Sarah also managed the city of Boston's multi-family rental and 

homeownership programs including HOME, CDBG, and the Neighborhood Housing Trust. 

Sarah holds a Master of Business Administration from Boston University and a Bachelor of Arts 

in Urban Studies from the University of Pennsylvania. 

 

Mark Deitcher, Director of Business Development, Mission First Housing Group Mark is 

responsible for identifying new development opportunities, expanding Mission First into new 

geographic markets, working with key local partners and securing the necessary financing and 

local approvals necessary for these affordable housing developments. In his role, he also 

collaborates with the Director of Strategic Investment on the development and implementation of 

the fundraising and communications strategy.  

 

Prior to joining Mission First, Mark worked for 19 years as a consultant for Fairmount Ventures 

where he assisted both for- and not-for-profit developers with the financing of affordable and 

special needs housing. He helped procure over $300 million in financing to help create 2,000 

units of affordable housing. In addition, at Fairmount, he advised nonprofit and governmental 

agencies on a range of economic development and public policy issues. Mark has a Master of 

Business Administration from the Wharton School of the University of Pennsylvania and a 

Bachelor of Arts from Brown University.  

 

Heidi Bohn, Senior Director of Property Management, Mission First Housing Group Heidi is 

responsible for developing and overseeing the operations of Mission First’s portfolio in 

Philadelphia and surrounding counties. She also oversees the financial operations of Mission 

First’s low income housing tax credit projects in Philadelphia and Delaware; leasing operations 

in Montgomery County, PA; all activity related to Philadelphia Housing Authority receivables 

and tenant activity; the maintenance department and asset management of owned properties.  

 

Prior to joining Mission First in 2001, Heidi worked in commercial and residential property 

management as the Assistant Controller for properties in Philadelphia, Pittsburgh and New York. 

Heidi holds a Bachelor of Business Administration from Pierce College and a Master of Science 

in Business Management from Capella University. She is currently pursuing a Master of Science 

in Non Profit Management and Leadership, from Capella University, as well as a Certified 
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Property Manager title through IREM and the Lean & Six Sigma Green Belt Certification from 

Rutgers University. 

 

Jamila Harris-Morrison, Director of Self-Sufficiency, ACHIEVEability Jamila has been with 

ACHIEVEability since August 2006 and recently joined the leadership team as the Director of 

Self-Sufficiency. In this capacity, Jamila supervises a team of self-sufficiency coaches and is 

responsible for program content and evaluation. Jamila has a B.A. in Psychology from Clark 

University and has over 10 years experience in counseling, educational and evaluative services 

for children and adults.  

 

Kimberly Snowden, Director of Community Services, ACHIEVEability Kimberly came to 

ACHIEVEability as a Self-Sufficiency Coach in January of 2013, and more recently came on as 

the new Director of Community Services. Kimberly is responsible for maintaining and 

cultivating relationships with community partners, as well as the day-to-day operations of 

ACHIEVEability’s Community Services Office. Kimberly has a M.S. in Nonprofit Management 

from Eastern University and completed her undergraduate coursework at Pennsylvania State 

University. Kimberly has over eight years of experience in case management, program 

development and program implementation. 

 

Enclosed please find resumes for each of the principals and key staff members.  

 



WALTER M. KUBIAK 
 

PERSONAL 

Address:  520 Merwyn Road, Narberth, PA 19072 

Telephone:  (215) 667-3155 (Home) 

(215) 557-8484 (Office) 

Date of Birth:  October 2, 1948 

Marital Status:  Married, six children 

 
EDUCATION 

VILLANOVA LAW SCHOOL. 
L.L.M. - Taxation, 1983 

J.D., 1978. 

 

UNITED STATES NAVAL ACADEMY 

B.S. - Engineering/Economics, 1970 

 

EXPERIENCE 

 

1260 HOUSING DEVELOPMENT CORPORATION (8/94 to Present) 

 

TITLE: Executive Director 

Lead a 50 person 501(c)(3) corporation that develops and manages low income special needs 

housing using Low Income Housing Tax Credits (LIHTC), HUD McKinney Act funding, 

Federal Home Loan Bank Affordable Housing Program funds, HOME funds, CDBG funds, 

debt and equity. Over $125 million in development funds have been raised including nine 

LIHTC reservations and five SHP projects. Over $61 million has been raised from the same 

sources for services and rental subsidies for the tenants. Since 1994 1260 Housing has more 

than doubled in size. The annual operating and development budget is over $17 million and 

over 2,500 persons are housed in 1,727 units. Since 1994, 1260 Housing has developed 1,233 

units. 

 

CORESTATES BANK (1991 to 8/94) 

 

TITLE:  Vice President, Commercial Real Estate Workout 

Negotiate troubled loan restructures, foreclosures and disposal of resulting real estate. 

Oversee preparation of documents by outside counsel. Review environmental reports, 

appraisals and bank generated data to determine collateral value. Oversee auction and bulk 

sale of notes as well as environmentally sound and environmentally impacted real estate. 

Staff of four supported in this capacity. 
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RESOLUTION TRUST CORPORATION - (1990 to 1991) 

 

TITLE: Oversight Manager 

 

Negotiated large troubled loan restructures in amounts over $10 million. Supervised a staff of 12 

overseeing the management of two troubled loan portfolios totaling $1.9 billion. 

 

SELF EMPLOYED - (1987 to 1990) 
 

Commercial and Residential Real Estate Development. Developed real estate within the Delaware 

Valley and managed all legal aspects of the project from purchase, subdivision to sale. Projects 

include: office building (10,000 sq. ft.); warehouse (3,200 sq. ft.); residential (three 

condominium townhouses, two single-family homes) structures having a total of $3 million 

and the construction of flex space (3.200 sq. ft.) and three single-family homes valued at $1.7 
million. 

 

SELF EMPLOYED - (1981 to 1987) 

 
TITLE: General Manager & Counsel 

 
In capacity of counsel and subsequently general manager, developed office manufacturing facility 

(40,000 sq. ft.) and 45 single-family lots with general partnership formed to develop real estate. 

Expanded partnership assets to 500 apartment units. (All apartments acquired were troubled 

properties and required extensive rehabilitation.) 

 

General law practice specializing in Real Estate and Taxation. 

 

Projects acquired and renovated; 

 LeBlanc - 54 units 

 Colony Green Apartments - 132 units 

 Nottingham Tower Apartments - 56 units 

 Timber Ridge - 172 units 

 6212 Chestnut Street - 86 units 

 

ADVANCED MECHANIZATION, INC. - (1981 to 1983) 

 

TITLE: Corporate Counsel 

 
Prepared contracts, litigation corporate suits brought by and against the corporation. Negotiated 

credit. Purchased 55-unit apartment complex through tax-free exchange of several small 

apartment buildings. Negotiated sale of Advanced Mechanization and eventual merger with 

General Signal. 
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FIDELITY MUTUAL INSURANCE COMPANY - (1980 to 1981) 
 

Member of three person tax planning department. Lectured, wrote articles for company 

publications and advised Fidelity clients on tax planning matters. 

 

PRUDENTIAL INSURANCE COMPANY - (1978 to 1979) 

 

Real Estate Development- Involved in all phases of real estate acquisition, development 

and leasing with the Mid-Atlantic Real Estate Investment Office. 

 

Residential Real Estate Acquisition & Development. Acquired and developed real estate 

with three partners. Projects included: several small apartment buildings and a small 

beach front condominium in Brigantine, NJ. 

 

UNITED STATE MARINE CORPS - (1970 to 1975) 

 

TITLE: Captain 

 









J. Alfredo de la Pena 
405 Forest Lane, North Wales, PA 19454 (215)616-5722 (Home)    (215)557-8484 (Work) 

 

WORK EXPERIENCE 
 

1996-Present <> 1260 Housing Development Corporation, Philadelphia, PA 

Chief Operating Officer 

Managing a 55-person 501(c)(3) non-profit corporation that develops and manages special needs 

housing. Over $74 million of real estate developed through a combination of business loans, low 

income investment tax credits, HUD grants, Federal Home Loan Bank (FHLB) grants, and 

HOME and CDBG grants. Over $61 million from the same sources was raised for services to the 

tenants. The company houses more than 2,500 persons in 850 units and it has an operating budget 

of $16 million. Overseeing the Development, Construction, and Property Management 

departments. Overseeing the accounting and IS departments. Responsible for the GIL, AIR, Alp, 

Payroll and Budgeting. Managing cash flow and the investment of a $7.0 million endowment 

fund. Successfully implemented the migration from a DOS to a WINDOWS based Accounting 

and Property Management System (Yardi Voyager). 

 

1992-1996 <> RPC\Mitchell Titus, Wayne, PA 

Financial Systems Consultant/Asset Manager 

Full-time Consultant for the Resolution Trust Corporation (RTC). Developed and maintained an 

automated financial reporting system for the consolidation of data concerning 22 Asset 

Management Contractors (AMC) consisting of approximately 14,000 assets with total Book 

Value of $5 billion. Responsible for the administration of contracts and approval of monthly 

financial reports for 4 AMC contracts containing approximately 8,500 assets with a total Book 

Value of $330 Million. 

 

1994-1999 <> Fidelity Bond & Mortgage, Blue Bell, PA 

IS Manager (Part-time) 

Administration of Financial Systems and an 85-user Novell Network. Responsible for the design, 

maintenance and user support of front-end mortgage system. Custom design financial 

applications using Access and Visual Basic. User support and training. Hardware and software 

purchasing and setup. 

 

1984-1992 <> Hansen Properties, Blue Bell, PA 

Manager - Financial Planning Department (1987 To 1992) 

Helped the Chief Financial Officer in the daily decision-making concerning the Company's Real 

Estate Portfolio. Prepared detailed Business Plans for Parent Company and Subsidiaries. 

Successfully helped the Chief Financial Officer in the negotiation and closing of approximately 

One Hundred ($100) Million in project financing and workouts. Responsible for computer 

modeling, simulation and forecasting. Performed financial analysis, budgeting, and cash flow 

analysis of Residential and Commercial real estate development projects tota1ing $1.4 billion. 
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Insurance Manager and Benefits Administrator (1986 To 1987) 

Served as liaison with insurance carrier for Property, Casualty, and Workers Compensation 

Insurance. Negotiated and secured coverage, filed claims, investigated accidents, wrote standard 

operating procedures, and took appropriate actions to prevent recurrences. Oversaw Payroll 

department (180 employees in 5 subsidiaries). 

Staff Auditor (1985 To 1986) 

Responsible for inventory of fixed assets. Designed and implemented computerized fixed assets 

tracking system. 

Assistant Property Manager (1984 To 1985) 

Assisted in the management of a 55-acre estate in Fort Washington, Pennsylvania. 

1977-1984 <> CALNU, Montevideo, Uruguay 

Assistant to the Treasurer 

Held various positions starting as an Accounts Payable clerk and ending as the Assistant 

Treasurer. 

 

CONSULTING 
 

1992-Present <> Information Systems Consulting 

Novell networks setup and management. Financial, accounting, mortgage and property 

management systems setup and supervision. Data mining and database management. Custom 

design of financial applications. User support and training. Hardware and software purchase and 

setup. (Clients include Sentry Realty Inc., Interbay Funding LLC, Blue Bell Country Club, 

Hansen Properties Inc., Catherwood and Horn Construction Inc., RPC Mitchell/Titus). 

 

EDUCATION 

Temple University, Philadelphia, Pennsylvania.  

Bachelor of Science in Business Administration. Graduated in 1990 with a dual Major in Finance 

and Real Estate.  

Cumulative GPA: 3.52/4.00, Magna Cum Laude. 

 

COMPUTER SKILLS 

Spreadsheets: Excel, Lotus 123, Quattro Pro. Accounting/Property Management: Yardi, CMAS, 

Mas90, Peachtree, Skyline. Finance/Real Estate: Pro-Ject and Dynamis. Databases: Access, 

Paradox, Dbase IV. Business Graphics: Harvard Graphics, Formtool, Freelance. Operating 

Systems/Networks: DOS, Windows 3:11, Windows 95/98/03/XP and Novel 4x and 3X. Word 

Processing: Microsoft Word, Word Perfect. Programming: Visual Basic. 

 

LANGUAGES 
Fluent in Spanish, understand and communicate in Italian, French and Portuguese 



CECILIA G. LOOSE, CPA 

11 Longview Drive 

Glenmoore, PA 19343 

 

Mobile: 484-560-7760          Cecilia.Loose@gmail.com 

 

 

QUALIFICATIONS 

Dedicated and highly energetic leader with over twenty-five years of finance experience, 

including nineteen years in public accounting, delivering detailed analysis on operational 

results, audit and tax compliance as well as predictive budget development and 

management.  Highly regarded by clients, business partners, and senior executives as a 

key advisor with ability to employ critical thinking skills to examine situations and 

provide effective solutions to develop as well as expand business opportunities.   

 

Areas of expertise include: 

Financial reporting, including monthly 

and year end closing processes 

P&L management, including cost analysis 

and containment  

Strategic and financial planning Leadership and supervision 

Financial research and analysis/GAAP 

compliance 

Audit management, including preparation 

for year end close and liaison with audit 

firm 

Tax compliance including commercial 

entities, multi-state, property, sales and 

use 

Financial/Cash Flow projections and budget 

management 

Business process analysis and redesign Bank/Legal/External audit firm relations 

Cash flow management Human Resource Management 

  

  

PROFESSIONAL EXPERIENCE 
Mission First Housing Group – Property Management (Philadelphia, PA) 2012 to Present 

Chief Financial Officer 
Responsible for administering housing programs and ensuring the quality and cost 

efficiency of the housing portfolio for all entities within the Mission First Housing 

Group, a 100+ person 501(c)(3) non-profit corporation with over $100 million in real 

estate developed utilizing business loans, investment tax credits (low income, historic, 

energy), Federal grants (HUD, Home Loan Bank, HOME, CDBG)  Scope of 

responsibilities include Financial Operations Management, Strategic Planning, Cash and 

Working Capital Management, Insurance, Audit & Taxes, and General Management and 

supervision of CPM’s management staff.     

 

J.J. DeLuca Company – Construction Management (Springfield, PA)      2010 to 2012 

Director of Finance 

Responsible for directing and managing all finance, accounting, vendor, as well as audit 

and tax compliance activities for the Company and its subsidiaries.  Prepare cash flow 

and operational budgets and projections in support of joint venture and legal matters.  

mailto:Cecilia.Loose@gmail.com


Assist and support to Chief Operations Officer in monitoring Project budgets and 

profitability.  Provide management and supervision of five person finance team.  Report 

directly to the President/CEO.  Key contributions include: 

o Prepared rolling thirteen week predictive cash flow reporting model for monthly 

bank reporting package. 

o Established monthly report of projected cash position for joint venture Projects. 

o Liaison between Company and accounting firm personnel as well as finance 

consultants. 

 

The Howland Group, Inc., Trevose, PA             2007 to 2010 

Managing Director 
Responsible for the management of a two person accounting department charged with all 

finance, contract, accounting, vendor, as well as audit and tax compliance activities for 

the Corporation and its subsidiaries.  Reported directly to the President/CEO.  Supported 

and collaborated with senior team members on strategic initiatives as well as promotion 

of corporate services and products.  Responsible for all banking, legal, and audit firm 

relations and communications.  Provided management and supervision of finance and 

clerical staff as well as outsourced information technology and 401(k) benefit plan 

resources.  Integral member of senior management team and the Corporation’s Board of 

Directors.  Key contributions included: 

o Assisted with development of key relationships with strategic partners including 

contract negotiation.  In addition participated in the development and 

publication of presentations for Congressional leaders, Department of Defense 

officials, and grant proposals. 

o Liaison between Company and banking institution, legal firm, and accounting 

firm personnel.  Successfully reduced professional fees by over 50% through 

standardization of legal contracts and expertise in audit and tax (corporate and 

personal) compliance requirements and report preparation.  Negotiated a line of 

credit for working capital purposes. 

o Managed month end and annual closing process and prepared reports for 

management.  Instituted standard monthly report model and closing entries for 

improved and timely reporting. 

o Managed human resource matters including institution of employee manual, 

monitoring of annual leave, sick and holiday time, as well as management of 

401(k) plan and compliance.   

o Prepared and managed budgets and cash flow models. 

 

Croft, Drozd and Company, P.C., Exton, PA     1988 to 2006 

Staff Accountant through Partner 

Responsible for providing strategic business advice, audit, accounting and tax services, as 

well as business consulting services to CEOs of small to mid-sized companies ranging 

from $1M to $70M in revenue.  Industry specialties included manufacturing, distribution, 

retail, not-for-profit and professional services (physician and engineering firms).  

Responsible for managing, training and mentoring staff assigned to my client 

engagements.  Participated on the Firm’s Management Committee responsible for all 

strategic initiatives and decisions related to the Firm.  Key contributions included: 



o Built and maintained client relationships for over twenty small to mid-sized 

businesses requiring accounting, audit, and tax compliance services as well as 

strategic business advice. 

o Prepared financial statements including foreign currency translations, 

consolidations, FASB 109 calculations as well as disclosures 

o Co-chaired Accounting and Audit Committee responsible for establishing the 

firm’s policies and procedures for training of staff, compliance with State 

requirements for peer review, and internal review of client engagements. 

o Trained in internal process improvement.  Provided consultation to clients in 

ISO 9000 standards, system implementation, and internal audit services. 

o Served in all positions within the Firm from staff accountant to Partner. 

 

EDUCATION 

Certified Public Accountant, Commonwealth of Pennsylvania 

Clarion University of Pennsylvania 

 Bachelor of Science in Accounting, August 1988 

Housing Credit Certified Professional 

Advanced proficiency in MicroSoft Office Suite (Word, Excel, and PowerPoint), CCH 

ProSystems and tax research software, QuickBooks, Peachtree, Yardi, Timberline  

 



ROBERT H. KWAIT 
243 Righters Mill Road, Gladwyne, PA 19035  215-837-3997 rkwait@1260hdc.org 

 

 
 

EXPERIENCE 
 
Mission First Housing Group      June 2003 - Present 
Corporate Counsel. Oversee all real estate and loan transactions, low-income housing tax credit funding 
transactions, non-profit mergers and other business matters.  Serve as in-house counsel in connection with 
personal injury, landlord-tenant, zoning and L&I matters. Prepare and maintain corporate documentation 
regarding the formation and maintenance of affiliated corporations and partnerships. Prepare and oversee all 
communications with and Boards of Directors for Mission First affiliated corporations.  Serve as corporate officer 
or assistant officer to Mission First affiliated corporations.  Assist in general business development and marketing 
efforts. 
 
Spector Gadon & Rosen, P.C.  Philadelphia, PA Oct. 1999 – June 2003 
Associate – creditor’s rights, bankruptcy, real estate, Corporate.  Represented lenders and landlords in 
connection with loan and lease negotiations and defaults, loan workouts, forbearance agreements, real estate 
based loans, sale and/or pledge of real property, bankruptcy and collection litigation, and foreclosure. 
Represented companies (including small and large manufacturers, internet-based service companies and 
entertainment companies) in connection with the drafting and negotiation of shareholders, partnership and 
operating agreements, stock pledge agreements, asset purchase agreements, employment agreements, lease 
agreements and management agreements. Represented debtors in preparation and prosecution of chapter 7 and 
chapter 11 bankruptcy cases.    
 
Duane, Morris & Heckscher LLP  Philadelphia, PA Summer 1997, Sept. 1998 - Oct. 1999 
Associate – bankruptcy & reorganization.  Assisted in representation of lenders in connection with loan and lease 
defaults, loan workouts and bankruptcy litigation and reorganization. Summer Associate 1997. 
 
The Honorable Clarence C. Newcomer Philadelphia, PA June 1996 - Aug. 1996 
Summer Clerk - United States District Court for the Eastern District of Pennsylvania 
 

OTHER WORK EXPERIENCE 
 
Neptune Orient Lines  Boston, MA Oct. 1994 - June 1995 
Import Documentation Specialist.  Provided documentation to customs officials, container yards and inter-modal 
facilities to arrive, transfer and release inbound container freight. 
 
A&A Connections, Inc.  King of Prussia, PA / Sevenoaks, Kent, England.  Jan. 1993 - July 1994 
Middle East/Africa Division Manager. Managed the brokerage of telecom equipment between North 
America/Europe and Mid-East/Africa. 
 

EDUCATION 
 
Cornell Law School – Juris Doctor 1998   
Cornell International Law Journal-- Note Editor. 
CALI Award for Excellence in the Study of Law and Higher Education, 
Moot Court, Briggs International Law Society, John M. Olin Scholarship in Law and Economics. 
   
Cornell University – BS Consumer Economics & Housing 1992   
Mortar Board National Honor Society, Kappa Omicron Nu Honor Society, 
Golden Key National Honor Society. 
 
University College London – Economics  Aug. – Dec. 1990 
Europa-Kolleg Kassel – German Language  June-Oct. 1992 
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AFFILIATIONS 

 
Pennsylvania and New Jersey Bars Admitted 1998 (admitted to practice in state and federal courts) 
Philadelphia Bar Association.  Member Corporate Group 
American Bar Association.  Affordable housing group 
Housing Alliance of Pennsylvania 
National Association of Housing and Redevelopment Officials 
National Housing and Rehabilitation Association 
Schuylkill River Development Council (1995-96).  Schuylkill River Festival Committee 1995-1996. 
Consumer Bankruptcy Assistance Project. (1999-2003) Counsel to low income chapter 7 bankruptcy debtors. 
Support Center for Child Advocates. (1999-2002) Counsel to children in connection with legal proceedings 
arising from abusive or neglectful family situations. 
 
 

ARTICLES AND NEWSLETTERS 
 
Legal Intelligencer.  Real Estate Supplement, May 2002.  Lenders Beware: Dragnet Clauses Under Revised 
Article 9 May Not Be as Safe As They Appear.  
Corporate Real Estate.  Executive Volume 15, Number 8, Oct. 2000 p.45  Determining Damages for Failure To 
Return Premises In Good Condition. (contributed to research for the article). 
Developments in Bankruptcy and Reorganization 1998-1999.  Associate Editor. 
  
 



SARAH S. CONSTANT 
 

Mission First Housing Group, Washington, D.C. 
 
Sarah Constant is the Managing Director of Mission First Housing Group, which she joined in 2000.  
Mission First has been active as a non-profit developer of affordable and mixed-income housing in the 
mid-Atlantic region for 25 years.  Since joining Mission First's Washington, DC office, Sarah has secured 
over $285 million in financing and developed nearly 1600 units of affordable and mixed income housing, 
primarily in the Baltimore / Washington D.C. Metro area.  As the principal relationship manager for 
Mission First, Sarah establishes and maintains partnerships with developers, non-profit entities and 
financial institutions.  Sarah provides experienced oversight of all real estate development activity from 
the initial “what if” conversation through contract negotiations, design, construction and cost 
certification, including developing financing strategies, coordination of project financing and all loan 
closings.  Sarah generously shares her expertise on a consulting basis with other affordable housing 
developers and provides “real world” technical assistance to government agencies, other developers 
and financing entities.  Sarah is an active member of the Alexandria, VA community of Seminary Hills 
where she lives with her husband and two children. 
 
Relevant Experience:  
     
Fleet National Bank, Boston, MA  
Vice President, Commercial Real Estate – Community Banking Group    
Worked in “Bank within a Bank”, created to provide banking services to further the revitalization of 
inner-city communities by providing CRA-eligible construction and permanent loan financing for 
investor-owned commercial and residential real estate projects in urban communities in Massachusetts.  
Developed public-private partnerships to create financing programs for affordable housing projects and 
managed real estate loan portfolio.  
 
City of Boston: Department of Neighborhood Development, Boston, MA   
Senior Project Manager     
Coordinated CDBG, HOME and Linkage financing for new construction and rehabilitation housing 
projects.  Managed Section 108 and EDI financing for Empowerment Zone commercial and mixed-use 
projects.  Provided technical assistance to affordable housing developers.   
 
Boston Neighborhood Housing Services, Inc., Boston, MA 
Project Assistant 
Non-profit developing affordable housing and providing loan assistance for home improvemnts to 
homeowners in the Dorchester neighborhood of Boston. 
 
Education: 
  
Boston University, Boston, MA 
Master of Business Administration, 1998 
 
University of Pennsylvania, Philadelphia, PA  
Bachelor of Arts, Urban Studies, 1991 
 



MARK DEITCHER 
908 Stratford Avenue 

Elkins Park, Pa 19027 
267.505.1042                

markdeitcher@gmail.com 

 

  

PROFESSIONAL EXPERIENCE 

 

 

Mission First Housing Group       Philadelphia, PA 

Director of Business Development      2010-Present 

 Serve on executive management team of a 100+ person 501(c)(3) non-profit 

corporation with over $100 million in real estate  

 Expand Mission First into geographic markets throughout Pennsylvania, New 

Jersey, and Delaware 

  Identify new projects to fill the development pipeline for the organization. 

 Vet development projects and present to Executive and Board of Directors for 

approval  

 Procure financing for developments including bank financing, Low Income 

Housing Tax Credit, and soft funding to include federal, state, local and 

philanthropic funding. 

 Serve as key participants in the formulation of strategic plan to guide the agency 

 Work with key local partners  in  securing the necessary financing and local 

approvals necessary for these affordable housing  developments. 

 Collaborate with Director of Strategic Investment on development and 

implementation of  fundraising and communications strategy  

 Forge organizational partnerships to serve specific populations including domestic 

violence survivors, veterans and the homeless. 

 Lead the successful pursuit of organizational mergers with supportive housing 

providers in West Philadelphia and Edison, NJ.  

 

 

Fairmount Ventures       Philadelphia, PA  

Partner         1991-2010 

 Served as partner in consulting firm that specialized in providing guidance to 

nonprofit, governmental and philanthropic organizations  

 Oversaw housing consulting practice, including all marketing of work  

 Assisted both for- and not-for-profit developers with financing of affordable and 

special needs housing 

 Secured over $300 million in financing to create 2,000 units of affordable housing  

 Advised nonprofit and governmental agencies on a range of economic 

development and public policy issues.  

 Directed financial operations of the firm   

 Provided direction on human resource and other operations of  consulting practice  
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Massachusetts State Legislature     Boston, MA 

Legislative Aide        1989- 1990 

 

New Jersey Democratic State Committee         Atlantic City, NJ 

Campaign Organizer- Southern New Jersey   1988 

 

Close Up Foundation      Washington, DC 

Instructor        1987-1988 

 

 

 

         EDUCATION 

 

Wharton School of Business, University of Pennsylvania 

Master of Business Administration, 1992 

 

Brown University 

Bachelor of Arts, Political Science, 1987 

 

 

BOARD MEMBERSHIP 

 

ACHIEVEability, Philadelphia, PA  2014 

The Hassel Foundation, Philadelphia, PA  2007-Present 

Cheltenham Sports, Elkins Park, PA  2006-2014 

 



 708 Tanglewood Drive 
Sicklerville, NJ 08081 
856-245-7927 
Hbohn1919@comcast.net 

Heidi Bohn 

Objective To obtain a challenging position with opportunity for personal and professional 
growth that will enable me to use the knowledge and experience I have gained 
throughout the years.  

Job History Columbus Property Management & Development, Inc.                                 
2001-Present                                 
 

Senior Director of Property Management                                            3/2012-Present 

 Responsible for overseeing and managing all property management agreements 
within Philadelphia and surrounding counties. 

 Responsible for financial operations and reporting of entities including budgeting, 
rent collection, and financial reporting. 

 Responsible for maximizing economic return of units and minimizing bad debt loss.  

 Supervises Director of Asset Management and Maintenance Department which 
includes overseeing the physical upkeep of properties and implementation of capital 
improvements. 

 Supervises Operations Manager who is responsible for overseeing all aspects of 
market property management, administrative staff and service coordinator staff. 

 Responsible for implementing procedures to get utility bills paid and billed to 
residents timely 

 

Director of Property Management-Market                                          12/06-2/2012         

 Hired, trained, managed, and evaluated Property Management and Residential 
Service Coordination departmental staff. 

 Contributed to the creation of policies and procedures related to the property 
management of tenants to provide a framework for Property Managers. 

 Designed and implemented marketing strategies for the advertising, showing and 
leasing of available units in the market portfolio. 

 Assured leasing processes are compliant with mandated laws and regulations.  
Works directly with the Compliance Department to maintain systems that keep 
operations flowing. 

 Managed the leasing process in accordance with Fair Housing Laws. Assures market 
tenants understand their responsibilities and obligations when signing a lease and 
moving into a unit. Verifies property managers assure tenants comply with the terms 
of the lease. 

 Created and maintained a system to track PHA rental subsidies.  Provided assistance 
with Section 8 rental subsidy program in tenant referrals and other activities.   

 Responsible for communications with PHA in acquisition stage of site transfer.   

 Responsible for the scheduling of inspections for market tenant portfolio. Develops 
and maintains communications with Maintenance Department.  

 Ensured the market team was compliant with federal, state, and local regulations (i.e. 
tax credit rules, PHFA regulations, etc.) that effect property management, tenants, 
and rental subsidies. 

 Responsible for creating, maintaining and reporting cash flow projections for tax 
credit entities 

 Responsible for maximizing the economic return of units available for tenants. 



Performs market analysis of pertinent areas to maximize rent asking price. 
Developed and managed the notification process related to tenant rent, rent increases 
and lease addendum changes and/or updates advising the tenant of any changes in 
the terms of the lease agreement. 

 Responsible for minimizing bad debt losses. Responsible for ensuring rent 
collections of arrearages and managing eviction process from beginning to end. 

 Assured compliance with policies and procedures as they pertain to Columbus 
Property Management and to contractual agencies, i.e. contracts, reports, etc. 

 Responsible for assuring the conduction of annual income re-certifications and lease 
renewals when required by sources of funding (loans, grants, etc.).  

 Overseen preparation and submission of various tenant-related reports to agencies.  

 Overseen the maintenance of tenant files and records and creates systems to keep 
operations flowing. 

 Established and maintained a productive and responsive relationship with Property 
Managers conducive to providing housing. 

 Established and maintained a responsive relationship with funding and contractual 
agencies. 

 Managed the Resident Services Coordination Department 

 Overseen assessment of tenant needs specific to site and tenant population.   

 Coordinated with other departments within the organization as well as outside 
agencies to assure compliance with policies and procedures. 

 Responsible for assuring that the organization is part of the communities we serve.  
Reaches out to community organizations and organizes participation in special 
events 

 Coordinated initiatives to raise funds for special service projects and applies for 
funding in relation to special projects 

 Responsible for preliminary development of asset management reporting 

Property Manager                                                                                    11/03-12/06 

 Managed portfolio of 200 units 

 Completed the intake process (i.e. verification that applicant qualifies for program 
participation, including applicant interview, case manager interview, verification of 
applicant’s identity, income and housing status, working with applicants Selection 
Committee of the referring agency or program when necessary) 

 Sought out either company-owned or master leased unit for applicant after 
performing market comparisons and determining rent reasonableness. Secured 
approvals for unit. Assisted in preparation and submission of pertinent 
documentation to request and obtain subsidies appropriate under the program. 
Followed up to secure that tenants receive future subsidy adjustments and/or 
increases when due 

 Ensured company’s compliance with Fair Housing Laws 

 Assisted tenant in understanding his/her responsibilities and obligations when 
signing the lease and moving into a unit. Assisted tenant in complying with the terms 
of the lease. 

 Provided information to the reporting group for updating property management. 
Worked with the accounting and reporting departments and reviews monthly tenant 
status reports to ensure accurate record keeping. 

 Provided counseling and assistance in the rental subsidy process (i.e. Section 8 
housing choice voucher application and ongoing recerts, notifying tenant of rent 
increases and lease addendum changes and/or updates advising them of any changes 
in lease terms, ensures rent collection, negotiates collection of arrears, manages all 
evictions from beginning to resolution) 

 Conducted annual re-certifications and lease renewals. 

 Maintained tenant and master lease files and records according to specific 
requirements of the program 

 Implemented periodic scheduled and unscheduled inspections of units 

 Handled emergencies that arise within assigned portfolio of units 

Grant Coordinator                                                                                     6/02-10/03 



 Responsible for the draft preparation of financial and management reports imposed 
by funding sources/equity partners in connection with grants and loans awarded to 
parent company and its affiliated entities which all companies have received in 
connection with low income housing investment tax credits, supported housing 
programs, shelter plus care programs, RDA programs and FHLB programs, and 
other programs as assigned by director 

 Assisted in the creation of appropriate compliance process and reporting procedures 
upon award of new grants and loans 

 Reviewed tenant files to ensure documentation requirements were met for funding 
sources 

 Coordinated the preparation and entry of property management information into the 
accounting system (i.e. tenant move ins, move outs, new master leases, and new 
properties) 

 Reviewed prepared leases for accuracy and completeness of requisite documentation 

 Assisted Grant Management Administrator with preparation and submission of grant 
applications to various funding sources 

 Assisted with resolution of utility company issues 

 Assisted in preparation of Board of Director’s pre-meeting materials and scheduling 
of all Board meetings in order to assure that Board actions complied with applicable 
grant requirements 

 Assisted in the organization and maintenance of corporate records 

 Assisted with the property management duties for two commercial properties 

 Developed and maintained tickler and other organizational systems necessary for 
efficient work flow and record maintenance 

Administrative Assistant                                                                   2/02-5/02 

 Assisted Grant Management Administrator with compilation of grant applications by 
gathering documentation from outside agencies, preparation of standard grant inserts, 
and coordination of all application exhibits 

 Responsible for preparation of property leases 

 Assisted Director of Funds Management & Compliance with organization and 
maintenance of record keeping system, tenant file audits for annual re-certification 
paperwork, and research to ensure all necessary documentation meets compliance 
regulations 

 Assisted in preparation of Property Management reports on a monthly and as needed 
basis 

 Developed and maintained tickler and other organizational systems necessary for 
efficient work flow and record maintenance 

 Obtained and filed all initial zoning classifications and building permit applications 

 Assisted Development, Compliance, and Construction departments with 
photocopying, faxing, typing, filing, and mailing projects 

 Provided generic clerical and administrative support as requested and directed by 
Director 

 Perry Square Realty 
2000-2001 
Accounting Clerk 

 Responsible for the supervision of Accounting Clerk 

 Prepared and posted entries to the General Ledger system, made adjusting entries 

 Generated and analyzed monthly financial reports 

 Assisted management with questions and problems regarding Yardi software system 

 Reconciled and balanced general ledger accounts  

 Responsible for daily bank deposit, reconciled bank statements to balance accounts 

 Participated in the year end audit process by working with auditors 

 Established and maintained effective work relationships with associates and external 
parties 

 Exhibited extensive skill and knowledge to assist upper management with a broad 
range of accounting situations and questions 



 

 Stonehenge Advisors 
1999-2000 
Accounting Clerk 

 Recorded purchase requisitions after proper documentation and approval 
requirements have been satisfied 

 Generated vendor disbursements and processed checks for appropriate mailing and 
filing 

 Established and maintained all accounts payable vendor records 

 Maintained payment schedules for recurring payments and processed payments 
through the established process 

 Responded to all inquiries regarding accounts payable 

 

 A.C. Kissling Company 
1995-1999 
Accounting Clerk 

 Responsible for duties associated with accounts receivable and accounts payable as 
directed by Director of Accounting 

 Responsible for resolving customer quality control issues 

 

 

Higher Education 
 
 
 
 
 
 
 
 
 
 
 

Certifications/Licenses 

2012                               Capella University  

 Completed Master of Business Administration 

 Enrolled in Master of Nonprofit Management and Leadership Program  

 

1999-2003                         Peirce College                                           Phila., PA 

 Associate Degree in Business Administration with concentration in Accounting 

 Bachelor Degree in Business Administration with concentration in Management 

 Chi Alpha Epsilon Honor Society Member 

 

 

 

Commonwealth of PA  Real Estate Salesperson (License Number: RS294327) 

2012  IREM Candidate for Certified Property Manager   

2010  Certified in National Fair Housing Compliance 

2010  Certified in Low Income Housing  (TaCCS) 

2008  Certified Assisted Housing Manager (AHM) 

 

 
 

  

 












