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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

10411- PMDB
ANALYST’S INITIALS
Smt
DATE

9/4/15


	YOU MUST BE A PERMANENT OR PROBATIONARY STATE EMPLOYEE, A FORMER PERMANENT OR PROBATIONARY EMPLOYEE OR ON AN EMPLOYMENT LIST FOR THIS CLASSIFICATION IN ORDER TO APPLY FOR THIS POSITION.

	CLASS TITLE

Supervising Real Estate Officer 

	POSITION NUMBER

719-505-9598-004

	TENURE

Permanent 
	TIME BASE

Full Time 
	CBID

M01

	OFFICE OF

Project Management & Development Branch
	LOCATION OF POSITION (CITY or COUNTY)

West Sacramento, Yolo County
	Monthly Salary
$7,088 
To

 $8,048


	SEND APPLICATION TO:
Personnel Liaison 
707 Third Street, 5th Floor
West Sacramento, CA 95605

Attn:  Jody Zonneveld
	REPORTING LOCATION OF POSITION

707 Third Street, West Sacramento, CA 95605
	

	
	SHIFT AND WORKING HOURS

Days - 8:00 am - 5:00 pm (negotiable)
	

	
	WORKING DAYS, SCHEDULED DAYS OFF

Monday through Friday,  DAYS OFF:  Sat/Sun
	

	
	PUBLIC PHONE NUMBER

(916)  376-1860
	PUBLIC PHONE NUMBER


	

	
	SUPERVISED BY AND CLASS TITLE

Assistant Chief
	FILE BY

9/14/15


	PLEASE REFERENCE RPA 10411 ON THE APPLICATION
<br> 
The Department of General Services’ (DGS) Core Values are key to the success of the Department’s Mission to “Deliver results by providing timely, cost-effective services and products that support our customers.”  The Department of General Services (DGS) expects its employees to adhere to the DGS Core Values of Integrity, Accountability, Communication, Excellence, Innovation and Teamwork.  Our employees are expected to perform their duties with these values in mind. <br> 
<br> 
This position is designated under the Conflict of Interest Code.  The position is responsible for making, or participating in the making, of governmental decisions that may potentially have a material effect on personal financial interests.  The appointee is required to complete a Form 700 within 30 days of appointment.  Failure to comply with the Conflict of Interest Code requirements may void the appointment. <br> 
 <br>
SELECTION CRITERIA <br> 
· SROA/Surplus employees are encouraged to apply and will be considered prior to other recruitment methods. <br> 
· Transfers, reinstatements, or recruitment from the employment list may be considered.  Consideration may be given to applicants who are on a DGS employment list or on another department’s employment list.  Transfer of list eligibility must meet the criteria to transfer the eligibility from the other department’s employment list to DGS’ employment list. 
· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled. <br> 
<br> 
 ESSENTIAL FUNCTIONS <br> 
Supervises and directs the workload through subordinate supervisors, and other staff in order to ensure the effective, efficient application of resources and to provide quality services by applying quality standards, facilitating training and mentoring, conducting leads staff meeting and by written and verbal communications in accordance with Acquisitions/SPWB Unit workload requirements, customer input, project status reports and project delivery commitments (scope, schedule, budget).

<br>  
In order to supervise staff and assist the Section Chief in the management of the Real Property Services Program activities and in accordance with specified guidelines:  <br>  

· Assists in development of the Branch Strategic Plan and helps establish program performance objectives and measures by helping determine appropriate program objectives to support the departmental and divisional goals. <br> 
· Recommends and plans strategies for meeting Acquisition/SPWB program goals by evaluating resources, priorities, the budget, political concerns and policy. <br> 
 


	The State of California is an equal opportunity employer to all, regardless of age, ancestry, color, disability (mental and physical), exercising the right to family care and medical leave, gender, gender expression, gender identity, genetic information, marital status, medical condition, military or veteran status, national origin, political affiliation, race, religious creed, sex (includes pregnancy, childbirth, breastfeeding and related medical conditions), and sexual orientation.
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	<br> 
· Recommends changes to the established organizational structure by evaluating available resources and program requirements and consulting with the Section Chief. <br> 
· Coordinates the day-to-day operations of the Acquisitions/SPWB Unit by prioritizing and directing the workload through subordinate staff. <br> 
· Evaluates project delivery and customer satisfaction by reviewing customer feedback (i.e. written and verbal communications, survey results, etc.) and making appropriate adjustments to the process. <br> 
· Helps determine and secure program budget resources by monitoring income and expenditures, and recommending operational adjustments as necessary to help ensure program is operating within budget allocation. <br> 
· Personally inspect real property, as necessary, to ensure compliance with Acqusition/SPWB program policies. <br> 
· Keep abreast of critical and sensitive Real Property Services Program issues by working closely with the Section Chief and subordinate managers and supervisors. <br> 
<br> 
Serves as a real estate expert in order to provide advice and recommendations to the Real Property Services Section Chief, the Chief of the Professional Services Branch, the Administration, Legislature, customers, the Department of Finance, State Public Works Board including testifying at hearings as necessary, and other entities as required on policy and procedure issues utilizing personal expertise and knowledge, written recommendations and meetings and presentations in accordance with real estate manuals, industry standards, real estate law, contract documents and State policy and procedures. <br> 
<br> 
In order to approve and execute real estate contracts and associated documents to acquire the real estate interests necessary to meet program requirements and to protect the State’s interests by utilizing real estate laws, state policy, real estate practices, and authority delegated by the Director of the Department of General Services in accordance with real estate law, state policy and practices. <br> 
· Evaluates client requirements based on the project scope and the budget (Form 9s, Form 29s, Cruise Requests, Project Services Agreements and Project Management Plans). <br> 
· Analyzes project costs and settlement amount in relation to market value by utilizing market analysis and reviewing settlement documentation including appraisal and appraisal reviews, and settlement justification. <br> 
· Analyzes contract terms and conditions by using established laws, current policies and practices. <br> 
<br> 
In order to assist the Section Chief in establishing and implementing statewide policies of the Governor and his Administration acts as the state’s expert for real estate matters, serves as staff to the State Public Works Board and may serve on other policy boards and member of special task forces and committees (as a leader of departmental teams and as a member of statewide teams) by providing real estate expertise, knowledge, written and verbal recommendations, attending meetings and making presentation., in accordance with industry standards and best practices, and real estate law. <br> 
<br> 
In order to effectively fulfill the State’s Real Property Services Program requirements and in accordance with Executive Orders, Management Memos, and applicable State, Federal and local laws: <br> 
· Assists in Developing and recommending statewide Real Property Services Program policies and policy revisions by applying real estate knowledge and expertise, utilizing the best industry practices, the current market trends and considerations, political implications, and legislative changes. <br> 
· Implements established statewide policies by helping publish and revise manuals, and drafting policy memos and operational processes and procedures. <br> 
· Evaluates and recommends to Section Chief departmental positions on legal matters and any pending lawsuits involving the Real Property Services Program through one-on-one meetings, written correspondence (i.e. e-mails, memos, and reports). <br> 
<br> 
In order to maintain and improve service delivery and the viability of real estate programs and to protect the State’s interests relative to pending and proposed legislation in accordance with specified guidelines: <br> 
· Develops and recommends legislative proposals after identifying current operational needs and program enhancements.

· Evaluates active and proposed legislation by reviewing the language, determining program impacts, and providing a recommended department position to Section Chief for review and approval. <br> 
· Testifies at legislative hearings by personally appearing before legislative committees as the state’s real estate expert.

· Assists in developing regulations by providing operationally functional processes and procedures to implement the intent of the legislation. <br> 
<br> 
In order to complete the Real Property Services Section Program mission, goals and objectives directs the work of subordinate staff including managers and supervisors.  Takes responsibility for the performance of the full range of managerial activities including application of discipline, processing and resolution of grievance, equal opportunity complaints, and evaluation of performance of subordinates.  Maintains an accurate reporting to the State Controller’s Office (SCO) for issuance of correct payroll warrants of subordinate staff’s time or accurate reporting to the Office of Fiscal Services (OFS) for billing of services for clients through the use of the Project Accounting & Leave (PAL) system in accordance with DGS policies and guidelines, MOU provisions and SPB or DPA laws and rules. <br> 
· Grants or denies subordinate staff requests for time off or requests to work overtime. <br> 
· Ensures subordinate staff has sufficient leave credits available for the leave requested. <br> 
· Approved PAL entries for subordinate staff on dock or AWOL on or before the designated SCO cut-off date to ensure correct issuance of a SCO warrant for pay day. <br> 
· Approves or disapproves PAL entries for subordinate staff within three working days after the completion of the pay period.  This action is to ensure the correct issuance of a SCO warrant that is returned to SCO for late dock, issuance of correct overtime pay due to an employee and proper billing to clients for services rendered. <br> 
<br> 

Marginal Functions <br> 
In order to provide continuity of branch management, may act for the Section Chief in his/her absence as required by attending meetings, representing the Section, making decisions, signing documents, and reporting urgent matters to the Branch Chief and briefing the Section Chief upon his/her return to the office. <br> 
<br> 
KNOWLEDGE AND ABILITIES <br> 
Knowledge of:  Factors involved in appraising property; principles, methods, and techniques used in the acquisition or disposition of real property and in negotiating commercial leases; legal procedures and documents involved in real property transactions; real property law concerned with acquisition, eminent domain, leasing, and sale of real property; rural and urban property values and the effect of economic trends upon value, price, and construction cost of improvements; portfolio management; due diligence; negotiation for and asset enhancement of leased commercial space; facility planning; asset enhancement of real property; and common methods of legally describing real property.<br> 

<br>
Ability to:   interpret and apply State and/or Departmental policies and regulations as they relate to personnel management practices; give clear, accurate instructions and directions related to work assignments and performance expectations to staff; plan for efficient use of personnel and resources; monitor work of subordinate employees; and effectively promote equal opportunity in employment and maintain a work environment that is free of discrimination and harassment.<br>
 <br >
SPECIAL REQUIREMENTS <br> 
Interest in and aptitude for real property appraisal, acquisition, and commercial lease negotiation work; demonstrated creative ability; tact; patience; willingness to work at odd hours; willingness to multi-task in a stressful environment, to think creatively, and problem solve in a variety of situations, to continually learn and assimilate new information, to lift office supplies, books and manuals weighing up to ten pounds, and to walk over a variety of different terrains; and to travel independently throughout the State. <br>
<br> 

DESIRABLE QUALIFICATIONS <br> 
· Experience in public speaking and making oral presentations to high level audiences.  <br> 
· Experience planning and implementing change in a Matrix-based organization. <br> 
· Experience managing a multi-disciplinary staff. <br> 
· Administrative experience with policy formulation in real estate with emphasis on acquisition, leasing, lease/purchase and appraisal.  <br> 
· Experience with the State’s labor relations and personnel processes. <br> 
· Excellent leadership skills. <br> 
· Excellent problem solving skills. <br> 
· Experience with public real estate acquisitions, sales and/or appraisals involving multi-million dollar transactions. <br> 
· Knowledge of real estate law, practices, and terminology as applied to public sector transactions. <br> 
· Excellent communication, analytical, and negotiation skills.  <br> 
· Excellent computer skills including the use of the Internet, electronic mail, word, spreadsheets, and databases. <br> 
· Work independently, as a team leader and a team member.  <br> 
· Understanding of the State Legislative process. <br> 
· Understanding of the importance of the acquisition process in a matrix organization. <br> 
<br> 
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES <br> 
· Business office environment and protocol. <br> 
· Effectively handle stress and deadlines.  <br> 
· Multi task highly sensitive and complex real Estate transactions. <br> 
· Use a telephone to obtain and impart information. <br> 
· Use a computer and related database software such as Word, Excel Outlook, the Internet and Intranet. <br> 
· Physical mobility to walk over a variety of different terrains in order to inspect the real property. <br> 
· Travel to remote locations throughout the state. <br> 



