	
	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

007349 -PMDB
ANALYST’S INITIALS

DWM
DATE

2/3/2014


	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 (Sup)
	POSITION NUMBER

719-502-9597-002
	TENURE

 FORMDROPDOWN 
 12 months
	TIME BASE

 FORMDROPDOWN 
      
	CBID

S01

	OFFICE OF

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

West Sacramento
	 FORMDROPDOWN 
 SALARY

$5,576
TO
$6,929
     

	SEND APPLICATION TO:

Personnel Liaison
     
707 3rd Street, 7th Floor
West Sacramento, CA  95605


Attn:  Jody Zonneveld
	REPORTING LOCATION OF POSITION

707 3rd Street, West Sacramento, CA  95605
	

	
	SHIFT AND WORKING HOURS

 FORMDROPDOWN 
 - Hours of work are 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

Patti Joseph, State Facilities Mgr II
	FILE BY

2/10/2014


	<br>
The Department of General Services’ (DGS) Core Values and Expectations of Supervisors and Managers 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 managers and supervisors are to adhere to the Core Values and Expectations of Supervisors and Managers, and to exhibit and promote behavior consistent with those values and expectations.  </P>
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. <br>
· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled.<br>
</P>>
Under the general direction of the State Facilities Mgr II, and the supervision of the Supervising Real Estate Officer, the incumbent supervises professional positions and clerical/technical support positions in the performance of a wide range of leasing activities, including the supervision of journey level positions responsible for planning office, warehouse, and special use space for client agencies in leased properties.< </P>>
<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.< </strong>  </P>
<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 (Sup)
	POSITION NUMBER

719-502-9597-002
	RPA NUMBER

007349 - PMDB 
	FILE BY


2/10/2014

	ESSENTIAL FUNCTIONS </P>
Project Management             <br>
Is responsible for ensuring that lease projects are completed in a timely and quality manner and in accordance with applicable statutes, policies, and procedures.  </P>
· Directs staff in the administration of the terms and conditions of existing leases by providing advice and assistance in the review of lease provisions, assessment of the parties’ intent and the legal enforceability of leases; approves the expenditure of funds and approves invoices, within delegated limits, that have been reviewed and submitted by staff for payment of rent and other lease costs. <br>

· Directs staff in formatting documents legally sufficient for execution on behalf of the state in order to effect the successful completion of nondisturbance and attornment agreements, estoppel certificates, and change of ownership documentation; signs such documents after ensuring they are technically accurate and protect the state’s interest. <br>
· Provides advice and direction to staff on the development and interpretation of lease language by consulting with Department legal staff on specific lease language to ensure that leases are enforceable legal documents and are in compliance with current laws and regulations pertaining to health and life safety, asbestos abatement, lead abatement, and energy efficiencies.  <br>
· Prior to executing lease documents submitted by staff, reviews for quality, accuracy, and completeness the lease agreement and all supporting documents such as the agency authorization (Form 6A), lease summary (Form 6B), seismic certification, asbestos report, ADA compliance survey by ensuring that all policies and procedures have been properly followed.  Within the limits authorized by the Delegation of Authority issued by the Director, signs leases, amendments, invoices, contracts, agreements, and terminations, after ensuring that the execution of such documents is in the best interest of the state. <br>
· Provides expert leasing advice and assistance to subordinate staff, upper management, and client agency representatives by answering questions on specific leasing projects and applying real estate knowledge, expertise, and sound judgment.<br>
· Provides advice and direction to staff in assessing remedies afforded the state within the lease terms in order to ensure lessors and state tenants abide by the lease terms and conditions; directs staff on course of remedial action to be taken, including authorizing the withholding of rent.  </P>
Program Management   <br>
Is responsible for all leasing activities within an assigned geographical area of the state and/or for a specific group of client state agencies.  In order to direct the leasing activities for these areas or agencies in accordance with general policies and procedures established by the Chief,  </P>
· Develops, recommends, and implements policies and procedures for leasing activities by preparing and recommending written policy statements for the Chief’s approval, leading discussions in quarterly meetings with all staff, contributing verbal and written input during weekly management team meetings and at monthly meetings as a member of the Chief’s Leasing Policy Team.  <br>
· Conducts monthly project status meetings with customers (Facilities Chief level and below) on site or at the client’s facility, including developing agendas, providing updated status of project progress, and leading discussions of program issues, problems, and solutions.  <br>
· Maintains ongoing communication on leasing program issues with the Department of Finance, the Legislative Analyst’s Office, and managers of other RESD branches utilizing memos, letters, reports (including rent reduction, project status, and workload production), personal meetings and phone calls.  <br>
· Provides expert leasing advice using letters, memos, and personal meetings and phone calls to clients’ executive staff on policies and procedures of leasing and design programs and operations.   <br>
· Takes a lead role in resolving specific facilities problems and addressing unique facilities needs of clients, by working with the assigned Customer Account Managers and the client agencies’ executive staff in identifying and evaluating various alternatives and directing implementation of appropriate solutions.    </P>
Resource Management    <br>
Is responsible for ongoing management of staff resources to ensure projects are completed within agreed scope, schedule, and budget.  In order to manage workload and staff resources, using established policies and procedures, performs the following tasks:  <br>
· Evaluates incoming space action requests, identifies resources required to satisfy the request, and a assigns staff members, hours and timeframe for completion, using established workload standards, existing workload reports, and professional judgment.   <br>
· Analyzes monthly Work on Hand Reports to assess the volume and distribution of work among staff members; discusses project status periodically with individual staff members to evaluate progress and address questions or problems; continuously assesses project priorities, reallocates staff and augments project hours as appropriate, and prepares requests for staff augmentation (BCP’s) as needed.   </P>
<br>
Supervisory Responsibilities <br>
In order to report staff time accurately to SCO for issuance of correct payroll warrants and/or to accurately report to the OFS the billing of services for clients through the use of the Project Accounting & Leave (PAL) system in accordance with the listed guidelines, the incumbent:  <br>
· Grants or denies employee requests for time off or requests to work overtime by evaluating staffing levels and workload needs. <br>
· Verifies employees have sufficient leave credits available for the request for time off by reviewing  balances in PAL and manually tracking as needed.  <br>
· Verifies employee PAL time is charged correctly by comparing against the alias listing or through clarification with staff. <br>
· Corrects PAL balances by entering, or directing entry, of employee’s time in the PAL system including time charged to projects, leave usage, dock, NDI, AWOL, etc. <br>
· Ensures SCO payroll warrants are accurate by entering and approving PAL time for dock or AWOL on or before the designated SCO semi-monthly or monthly payroll cut-off date. <br>
· Facilitates the correct issuance of SCO warrants returned to SCO for late dock, issuance of correct overtime pay due to an employee and proper billing to clients for services rendered by approving or disapproving PAL entries for employees within three working days after the completion of the pay period.  <br>
In order to supervise staff in accordance with DPA and SPB laws and rules, Bargaining Unit Agreements guidelines, DGS policies and guidelines, and Worker’s Compensation and CalOSHA guidelines: <br>
· Monitors and evaluates performance using completed employee assignments and discussions with employees; provides on-the-job training to employees using either a one-on-one approach or in group settings. <br>
· Prepares written performance evaluations using probationary reports and Individual Development Plans under established timelines. <br>
· Provides injured employee(s) with the Employee’s Claim for Worker’s Compensation Benefits (SCIF 3301) and completes the SCIF Occupational Injury Report (SCIF 3067).  <br>
· Follows departmental Return to Work and Bargaining Unit Agreement guidelines for the purpose of returning employees to full duty. <br>
· Encourages staff participation in departmental training for upward mobility purposes. <br>
· Takes corrective action to improve performance following the Department’s Constructive Intervention process. <br>
· Prepares written performance evaluations using probationary reports and Individual Development Plans under established timelines. <br>
· Provides injured employee(s) with the Employee’s Claim for Worker’s Compensation Benefits (SCIF 3301) and completes the SCIF Occupational Injury Report (SCIF 3067). <br>
· Follows departmental Return to Work and Bargaining Unit Agreement guidelines for the purpose of returning employees to full duty. <br>
<br>
In order to provide comprehensive training for staff in public sector leasing processes and requirements in accordance with Government Code 14669, DGS and RESD policies and procedures, Health and Safety Requirements, ADA and SAM: <br>
· Provides on-going one on one training and guidance to staff in the analysis of market conditions to establish market rents, in the application of Lease space standards and space alterations.   <br>
· Personally conducts on-site demonstrations in site selection procedures by viewing the site, visual inspections of building systems, building structural integrity, etc.  <br>
· Provides ongoing one on one training and guidance to staff in the development and subsequent specialized lease negotiations for lease bid packages.  <br>
· As code requirements and laws change, conducts formal staff training for REO staff by developing materials (i.e., power point presentation, handouts, revised or new codes and laws), schedules facilities and acquires any necessary equipment for the presentation and training of staff.  </P>
Marginal Functions  <br>
In order to provide continuity of Section management, may act for the Supervising Real Estate Officer in his/her absence as required by attending meetings, representing the Section, making decisions, signing documents, and reporting urgent matters to the Section Chief and briefing the Supervising REO upon his/her return.  </P>
<br>
KNOWLEDGE, SKILLS 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 and 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 and principles, practices, and techniques of program management to direct and oversee real estate programs; supervisory principles, practices, and techniques to plan, oversee, and direct the work activities of subordinate employees; training methods and techniques used to provide training to staff; appropriate corrective actions and progressive disciplinary techniques; and a supervisor's responsibility for promoting equal opportunity in hiring and employee development and promotion, and for maintaining a work environment that is free of discrimination and harassment. 

<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 and  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 and 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, and to travel throughout the State.  <br>
<br>
DESIRABLE QUALIFICATIONS  <br>
· Excellent leadership skills <br>
· Exercise a high degree of diplomacy, tact, professionalism, initiative and independence <br>
· Willingness and ability to multi-task in a stressful environment and perform completed staff work <br>
· Excellent problem solving skills <br>
· Experience with public real estate leasing involving multi-million dollar transactions <br>
· Knowledge of real estate law, practices, and terminology as applied to public sector transactions <br>
· Excellent communications, analytical, and negotiation skills <br>
· Excellent computer skills including the use of the Internet, electronic mail, word processing software, spreadsheets and databases <br>
· Excellent math skills <br>
· Ability to work independently, as a team leader and a team member <br>
· Understanding of the State Legislative and Budget process <br> 
· Understanding of the importance of the lease process in a matrix organization <br> 
· Knowledge of formal and informal aspects of the legislative process and the administration and Department's goals and policies <br> 
· Knowledge of principles, practices, and trends of public and business administration, including management analysis, planning, and program evaluation  <br>
· Knowledge principles and practices of real estate sales and leases, technical aspects in real estate sales and leases, real property appraisal, office building management and inspection for contract compliance <br>
· Principles and techniques of personnel management, supervision, planning, organizing and directing the work of others <br>
· Ability to apply and interpret State policies and regulations as they relate to real estate management <br>
· Ability to analyze situations accurately, make recommendations and take effective action <br>
· Establish and maintain cooperative relationships with those contacted in the work; prepare reports, analyze data, present ideas and information effectively, both orally and in writing <br> 
· Consult with and advise administrators on technical and program subject-matter areas; plan, organize and direct the work of others.  <br>>
<br>
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES  <br>
· Office environment, appropriate professional dress <br>
· Requires ability to work under pressure, effectively handle stress and tight deadlines <br>
· Daily use of PC and related applicable software at a work station <br>
· Bend, stoop, stand, and walk over a variety of rough and uneven terrains in the on-site inspection   of leased properties
· Drive to remote locations <br>
· Lift office supplies, plans, books and manuals weighing up to 15 pounds <br>



