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JOB DESCRIPTION  
ASSOCIATE, INVESTMENT & CAPITAL MARKETS 
 
 
General Description   
The Associate, Investment & Capital Markets, reports to the Vice President, Investment & Capital 
Markets and is responsible for providing analysis and assistance in managing Midway’s 
investment portfolio and capital relationships in order to aid Midway in creating enduring 
investments and remarkable places that enrich people’s lives.   
 
General Areas of Responsibility 
 Assist with managing Midway’s investments and fiduciary responsibilities to capital partners, 

including accurate reporting and analysis.  
 Assist the Investment & Capital Markets team in creating processes to better manage 

Midway’s investments, monitor performance, report to investors and lenders, and enhance 
value long term. 

 Assist and work closely with other Midway teams to facilitate the successful execution of 
Midway’s long-term strategic objectives. 

 Continually work to improve Midway processes, deliverables and functionality. 
 
Focus Areas of Responsibility 
 Responsible for updating and maintaining Midway’s capital and asset portfolio information 

and preparing comprehensive yet concise outputs for regular internal review. 
 Coordinate and assist in quarterly reporting process, both internally and externally, ensuring 

accuracy, efficiency and timeliness. Includes working closely with various Midway teams to 
assist in updating investment plans to ensure uniformity and accuracy in the process.  

 Manage annual portfolio valuations process through coordination with various Midway 
teams, preparing asset summaries, determining efficiencies, and ensuring deadlines are met.  

 Responsible for ongoing updates to Midway’s investment management platform. 
 Coordinate Midway’s Investment Committee process including attending regular weekly 

meetings, ensuring quorum is met, preparing and distributing weekly meeting agenda and 
presentation materials, ensuring protocols are in place and followed, and tracking approval 
items. 

 Demonstrate an understanding of Midway’s various investment structures and ability to 
input and model various investment waterfalls to assist Midway teams as needed. 

 Assist in investor distributions process and investor communications as needed.   
 Assist in the creation and maintenance of accurate and functional Excel and Argus models 

for Midway’s investments as needed. 
 Assist in the preparation of materials for new acquisition and development opportunities as 

needed. 
 Other duties as assigned. 
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Qualifications & Skills 
 Bachelor’s degree required, preferably in a financial field (Accounting, Finance, etc.). 
 A minimum of 2-3 years of work experience with a real estate investment sales firm, real 

estate development firm, real estate lending/capital firm, or real estate appraisal firm.  
 Advanced proficiency and knowledge of Microsoft Office, Excel, PowerPoint, Word and 

Outlook. Excel skills should include the ability to write and implement advanced formulas 
while creating unique worksheets from scratch. 

 Understanding of and experience working with real estate terminology. 
 Exceptional project management and follow-through skills. 
 Exceptional communication, organization and presentation skills. 
 Strong character, ethical values and work ethic. 
 Strong leadership skills. 
 Desire to add value and grow with Midway. 
 Punctual / Dependable / Flexible / Quick Learner / Self Starter. 
 Fiscally responsible and uses reasoned judgment. 
 Ability to plan ahead and think “outside the box.” 
 Ability to maintain all information with the highest degree of confidentiality. 
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