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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

7059-AMB
ANALYST’S INITIALS

DL
DATE

4-7-14


	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

Senior Real Estate Officer (Spec)


	POSITION NUMBER

719-105-9602-011
	TENURE

 FORMDROPDOWN 
      
	TIME BASE

 FORMDROPDOWN 
      
	CBID

R01

	OFFICE OF

Real Estate Services Division
	LOCATION OF POSITION (CITY or COUNTY)

West Sacramento
	 FORMDROPDOWN 
 SALARY

$5576
TO
$6929
     

	SEND APPLICATION TO:
Human Resources
Asset Management Branch
707 3rd Street, 7th Floor
West Sacramento, CA  95605
Attn:  Brenda Russell
	REPORTING LOCATION OF POSITION

707 3rd Street, West Sacramento
	

	
	SHIFT AND WORKING HOURS

 FORMDROPDOWN 
 - 8:00 a.m. - 5:00 p.m.
	

	
	WORKING DAYS, SCHEDULED DAYS OFF

MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	PUBLIC PHONE NUMBER

(916)  376-1839
	PUBLIC PHONE NUMBER

(   )     -    
	

	
	SUPERVISED BY AND CLASS TITLE

Supervising Real Estate Officer
	FILE BY

4-15-14


	<br>

 PLEASE REFERENCE RPA 007059 AND THE BASIS OF YOUR ELIGIBILITY ON THE APPLICATION <br>
<br>
The Department of General Services’ (DGS) Core Values and Employee Expectations are key to the success of the Department’s Mission. That mission is to “Deliver results by providing timely, cost-effective services and products that support our customers. “ DGS employees are to adhere to the Core Values and Employee Expectations, and to perform their duties in a way that exhibits and promotes those values and expectations <br>
<br>
SELECTION CRITERIA  <br>
· SROA/Surplus employees are encouraged to apply. <br>
· Transfers, reinstatements, or recruitment from the employment list may be considered.  Consideration may be given to applicants on another Department’s employment list, provided the criteria are met to transfer the eligibility from the employment list to DGS’ employment list. <br>
· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled. br> 
<br>
ESSENTIAL FUNCTIONS <br>>
In order to ensure the efficient utilization of all State real estate assets including cost management, space efficiency and utilization, value preservation and enhancement, and maximization of available opportunities: <br>
· Reviews private sector market data and industry trends from DGS’ real estate consultants, real estate brokers, property managers, and similar sources to compare alternative methods of meeting client agency real estate and facility needs. <br> 

· Reviews incoming requests (i.e. Form 9’s and 29’s) for office space, facilities and real estate services in consideration of the customer’s program delivery goals. <br>
· Analyzes alternatives, including cost impacts, funding options, and schedule constraints. <br>
· Recommends the preferred alternative and/or delivery method for meeting customers’ real estate, office space, or other facility needs consistent with the regional plan. <br>
· Assists other branch members in developing the preliminary scope for new projects and recommends best alternative for project delivery. <br>
<br>



	CALIFORNIA STATE GOVERNMENT ( EQUAL OPPORTUNITY TO ALL REGARDLESS OF RACE, COLOR, CREED, NATIONAL ORIGIN, ANCESTRY, SEX, MARITAL STATUS, DISABILITY, RELIGIOUS OR POLITICAL AFFILIATION, AGE OR SEXUAL ORIENTATION.   IT IS THE OBJECTIVE OF THE STATE OF CALIFORNIA TO ACHIEVE 

A DRUG FREE WORK PLACE.  ANY APPLICANT FOR STATE EMPLOYMENT WILL BE EXPECTED TO BEHAVE IN ACCORDANCE WITH THIS OBJECTIVE BECAUSE 

THE USE OF ILLEGAL DRUGS IS INCONSISTENT WITH THE LAW OF THE STATE, CIVIL SERVICE RULES, AND A SPECIAL TRUST PLACED IN PUBLIC SERVANTS.

DGS JOB HOTLINE PHONE (916) 322-5990                (            CALIFORNIA RELAY SERVICE FROM TDD PHONES 1-800-735-2929

GS1T (REV. 1/98) - BPM 03/00


	 CLASS TITLE

Senior Real Estate Officer (Spec)

	POSITION NUMBER

719-105-9602-011
	RPA NUMBER

7059-AMB 
	FILE BY


4-15-14

	<br>

In order to optimize the use of State-owned and controlled real estate assets consistent with the portfolio plan, approved budgets, SAM Section 1310.3, Government Code Section 14682 and other applicable statutory and policy directives: <br>
· Serves in the capacity of the building owner for the DGS-owned buildings within the Regional Portfolio Manager’s geographic region. <br>
· Manages the portfolio consistent with the Regional Facilities Plan, existing State law and State policy directives utilizing the best business and real estate practices typical of large private sector real estate portfolio managers. <br>
· Oversees and coordinates the movement of tenants within DGS-owned and controlled facilities. <br>
· Requests funding through preparation of budget change proposals, legislation, or other applicable State processes. <br>
· Maintains rent rolls and/or occupancy agreements for DGS-owned buildings. <br> 
· Reviews operating and expense statements provided by BPM for each building. <br>
· Coordinates divisional resources to develop building budgets and seeks funding for necessary capital projects, special repairs and infrastructure studies for DGS-owned buildings in coordination with BPM and other branches within RESD. 

· Develops strategy for the expenditure of unused construction funds and sinking funds for DGS buildings in coordination with the Department of Finance. <br>
· Follows up with other RESD branches/programs/service providers when projects within the region are identified as being out of scope, delayed or off budget.  Manages cost and service delivery for the region. <br>
· Analyzes delivery methods. <br>
<br>
In order to prepare regional portfolio plan and associated budgets for DGS owned assets: <br>
· Participates as a member of the matrix team that prepares Regional Facilities Plans. <br>
· Utilizes private sector and other market information, the Statewide Property Inventory (SPI) database, cost estimates, operating expenses, and applicable statutory and policy directives. <br>
· Analyzes existing assets and recommends alternatives for sale, disposition, renovation, or reuse. <br>
· Conducts preliminary market analysis through field reviews, data analysis, review of local government plans, and reviews the State’s most recently completed surplus property report and any new surplus property legislation. <br>
· Analyzes assets and develops reuse and/or disposition strategies with facility planning staff. <br>
· Directs preparation of Primary and Secondary metrics for the region for space, cost, capital utilization, resource productivity and performance quality. <br>
· Conducts opportunity assessments as appropriate.

· Prepares asset management budgets and progress reports for individual regional assets. <br>
· Prepares regional Total Cost of Occupancy Reports by asset. <br>
<br>
In order to represent the DGS or RESD regarding various asset management issues: <br>
· Acts in the capacity of property owner for DGS owned assets at all times as this is the overall role that they fulfill within RESD. <br>
· Represents DGS in meetings with client agencies. <br>
· Serves as a liaison with local government officials, State officials, and members of the Legislature.  <br>
· Represents the State and the Department on various committees, bodies relative to State development activities, urban planning, and redevelopment. <br>
· Participates in meetings, makes presentations at public meetings to local government, assessment districts, members of the public and other parties who are interested in DGS’ projects. <br>
· Responsible for the preparation of appropriate space management usage reports for DGS owned buildings and client agencies. <br>
· Develops space utilization strategies at customer’s request. <br> 
· Coordinates the available space to reconcile with client demands. <br>
<br>
In order to provide comprehensive knowledge regarding the DGS portfolio of buildings within the incumbent’s geographic territory: <br>
· Reviews space assignments and rent rolls for accuracy and coordinates necessary changes. <br>
· Coordinates changes in the SPI database as the portfolio changes. <br>
· Maintains building file (hard copy) for each DGS owned building within the Regional Portfolio Manager’s geographic region. <br>
· Monitors regional and market trends and is continuously aware of market conditions. <br>
· Field reviews, analyzes and evaluates properties to identify those that are high value, are underutilized and/or have potential to be declared surplus. <br>
· Recommends properties for potential asset enhancement projects. <br> 
<br>
MARGINAL FUNCTIONS <br>
Conducts research and recommends best practices and process improvements by drafting proposed legislation, budget change proposals, and policy memos. <br>
<br>

In order for the DGS to participate in business improvement and assessment districts in accordance with Proposition 218 and the State constitution: <br> 
· Interacts with local governmental agencies regarding all aspects of Real Estate ownership and operations in the Region.

· Reviews and analyzes proposed business improvement districts and assessment districts that affect DGS-owned property utilizing Asset Planning and Enhancement (APE) developed checklist and other information regarding Proposition 218 located on APE shared drive (H drive). <br>
· Reviews legal documents including but not limited to contracts, leases, legislation, propositions, and other information in conjunction with the Office of Legal Services to determine if the DGS can legally participate in these districts. <br> 

· Processes any ballots and other required paperwork necessary for participation. <br>
· Processes invoices and maintains database of state assets within districts. <br> 

· Represents the DGS at property owner meetings. <br>
· Prepares recommendation to management on how the State should vote for new districts and renewals. <br>
· Helps prepare responses to audits (ex. Bureau of State Audits, Little Hoover Commission). <br>
· Applies for local grant funding on behalf of state for infrastructure improvements that affect state assets as needed. <br>
· Prepares notices to the Legislature regarding state’s intention to lease or sell property (ex. Government Code Section 13332.10 notices). <br>
· Maintains and updates the art inventory for DGS-owned buildings using a personal computer. <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>
Principles, practices, and trends of public and business administration, including management analysis, planning, and program evaluation; formal and informal aspects of the legislative process, budget process, and the administration and Department’s goals and policies; principles and practices of real estate asset management such as real estate acquisition, development, leasing, sales, planning (long-range and tactical), including the concept of real estate evaluation and building operational costs, cost/benefit analysis and economics; factors and considerations in appraising real property and real property rights; development and asset enhancement of real property EDP systems; legal descriptions, procedures, and documents involved in real property transactions; principles, methods, and techniques used in the acquisition, disposition, or leasing of real property; financial analysis principles and concepts as it relates to real estate asset management such as real estate acquisition, development, leasing, sales, and planning; rural and urban property values and their effect on economic trends upon value, price, and construction cost of improvements; computer software (i.e., databases, spreadsheets, project management software, Outlook, etc); negotiation techniques and strategies; project management concepts and principles; and leadership skills, techniques, and methods.  <br>
<br>
Ability to:  Understand and apply the laws, policies, rules, and regulations relating to the appraisal, acquisition, and leasing of real property for public use purposes; negotiate effectively; appraise real property accurately; read and interpret maps, plans, and data relating to property locations; write clear and concise reports; analyze situations and data accurately and adopt an effective course of action; establish and maintain cooperative relations with those contacted in the course of the work; and communicate effectively. <br>
<br>
Interpret and apply laws, rules, regulations, and policies as related to real estate asset management such as real estate acquisition, appraisal, development, leasing, sales, and planning; analyze situations accurately, make recommendations, and/or take effective action as it relates to real estate asset management such as real estate acquisition, appraisal, development, leasing, sales, and planning; establish and maintain cooperative relations with departmental employees, personnel from other State agencies, staff from Federal and/or local agencies, stakeholders, vendors, consultants, and/or the public regarding technical and program matters; effectively negotiate and apply methods, techniques, and strategies used in the negotiation of leases, acquisition, disposition, and management of real property; interpret complex data used to legally describe real property; perform accurate financial analysis and evaluation as it applies to real estate appraisal, management, acquisition, development, leasing, and sales; prepare technical reports, documents, memoranda, and materials relating to a variety of real property transactions; take action and/or make commitments in a variety of situations; coordinate several competing projects or activities; operate computer software (i.e., databases, spreadsheets, project management software, Outlook, etc); represent the department and the division and make effective public presentations to large audiences; perform and understand mathematical functions and processes sufficient to analyze real estate value, finance and economic trends, and specific real estate deal points for acquisition, sale, or leasing of real property; and work effectively in a matrix team environment. <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>
ADDITIONAL QUALIFICATIONS <br>
· Demonstrated skills in writing, speaking, and making effective presentations. <br>
· Experience in and knowledge of the capital outlay process and the State’s policies and practices in this area. <br>
· Understanding of the Legislative process and of the Administration’s and Department’s goals and policies. <br>
· Demonstrated ability to work independently doing research and gathering information. <br>
· Demonstrated ability to lead teams and/or work effectively as a part of a team. <br>
· Demonstrated skills in organization of work tasks and setting priorities. <br>
· Excellent personal computer skills with emphasis on Microsoft Word, Excel, and Outlook, Internet and Intranet. <br>
· Knowledge and experience in State revenue financing practices and analysis of same. <br>
· Excellent problem solving skills. <br>
· Experience planning and implementing change in a Matrix-based organization. <br>
· Experience managing a multi-disciplinary staff. <br>
· Knowledge of real estate law, practices, and terminology as applied to public sector transactions. <br>
· Excellent communication, analytical, and negotiation skills. <br>
<br>
WORK ENVIRONMENT, PHYSICAL, OR MENTAL ABILITIES <br>
Work Environment: <br>
· Office buildings, both low and high rise (single story to 20 stories). <br>
· Professional office environment and protocol. <br>
· Hold a current valid California Driver’s License. <br>
· Ability to visually access and verify the condition of the real estate portfolio. <br>
· Conduct independent field inspections in varying terrains and conditions by walking the property. <br>
· Assist in the set up and transporting (35 lbs) of various types of equipment. <br>
<br>
· Physical Abilities: <br>
· Use a telephone to obtain and impart information. <br>
· Requires physical mobility to walk over a variety of different terrains in order to inspect the real property. <br> 
· Travel independently and/or with others (by vehicle or airplane) to sites in remote locations throughout the State. <br>
· Visit worksites in inclement weather conditions. <br>
· Daily use of PC and related applicable software at a work station. <br> 
· Lift office supplies, plans, books and manuals weighing up to 10 pounds. <br>
· Work extended hours. <br>
<br>
Mental Abilities: <br>
· Work under pressure, effectively handle stress and deadlines. <br>
· Ability to multitask. <br>
<br>


