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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

7443-PMDB
ANALYST’S INITIALS

DWM
DATE

5/6/2014


	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, Spec 
	POSITION NUMBER

719-505-9602-960
	TENURE

Limited Term 24 mos. 
	TIME BASE

 FORMDROPDOWN 
      
	CBID

R01

	OFFICE OF

REAL ESTATE SERVICES DIVISION – Appraisal Review Unit
	LOCATION OF POSITION (CITY or COUNTY)

WEST SACRAMENTO
	 FORMDROPDOWN 
 SALARY

$5,576
TO
$6,929
     

	SEND APPLICATION TO:

Personnel Liaison

707 3rd Street 5th Floor
West Sacramento, CA 95605



Attn:  Jody Zonneveld
	REPORTING LOCATION OF POSITION

707 3RD STREET, WEST SACRAMENTO
	

	
	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

Mike Butler, Assistant Chief, OREDS
	FILE BY

5/14/2014


	PLEASE REFERENCE RPA’s 7443 AND THE BASIS OF YOUR ELIGIBILITY ON THE APPLICATION.
POSITION MAY BECOME PERMANENT AT A LATER DATE.
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>
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 form 700 within 30 days of appointment. Failure to comply with the Conflict of Interest Code requirements may void the appointment. <br>
<br>
The Senior Real Estate Officer (Spec) performs independent analysis, reviews appraisals and acquisitions, performs due diligence, and acquires real property for the Department of General Services and other state agencies except Caltrans and the University of California.  Upon receiving requests of an internal or external client, in accordance with the Uniform Standards of Professional Appraisal Practices (USPAP), the Real Estate Services Section Policy and Procedures Manual, State Administrative Manual, and various state and federal codes and regulations as guidelines, completes appraisal reviews and independently appraises multi-million dollar real properties to determine fair market value for state acquisitions and for the sale or lease of state owned real properties, competes due diligence reports, reviews acquisitions packages, and acquires real property for state facilities. <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. <br>
· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled. <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

719-505-9602-960
	RPA NUMBER

7443-PMDB 
	FILE BY


5/14/2014

	ESSENTIAL FUNCTIONS <br>
Reviews appraisal reports with a high degree of independence in order to approve, reject or arrive at an alternative value based on information provided in the appraisal by preparing written reports based on opinions formed as to the completeness of the report, the adequacy and relevance of the comparable data, the propriety of adjustments to the data, the appropriateness of the appraisal methods and techniques, and the appropriateness and reasonableness of the analyses, opinions, and conclusions in accordance with established guidelines and procedures (Uniform Standards of Professional Appraisal Practice). <br>
<br>
Appraises high value, complex and politically sensitive real property in order to determine the fair market value for the purpose of acquiring real property or for the selling or leasing of state owned property by conducting independent data research, field work, and analyses of data i.e. comparable sales and other economic information regarding the local market in accordance with established guidelines and policies.  Many of these properties are valued in excess of $1million and some in excess of $10 million. <br>
<br>
Develops a separate written opinion of value, upon rejection of the appraisal that was originally submitted in the appraisal report in order to arrive at a market value estimate approved by the Department of General Services by conducting independent data research, field work, and analyses of data i.e. comparable sales and other economic information regarding the local market in accordance with established guidelines and policies as required by the Government Code and the State Administrative Manual and in accordance with U.S.P.A.P. guidelines. <br>
<br>
In order to ensure that the State acquires property under appropriate terms and condition in accordance with state law and policy:  <br>
· Prepares or reviews complete acquisition packages on complex requests for proposed site submittals by analyzing the deeds, contracts, summaries, etc. <br>
· Arranges for appraisal of site through a service request or personal services contract. <br>
· Resolves zoning problems by working with property owner and local government agencies. <br>
· Prepares and analyzes or reviews all necessary advertisements for property to be used for state facilities by placing the ad or reviewing the ad in the local newspaper nearest the property. <br>
· Analyzes actual proposals and recommends site selection based on the responses received from the newspaper ads and any other information independently gathered. <br>
· Prepares or reviews market study to determine probable purchase price by analyzing local economic conditions. <br>
· Appears at the State Public Works Board meeting to explain acquisitions process and support or justify the site selection recommendation as required. <br>
<br>
Marginal Functions <br>
Conducts research and makes recommendations to upper management and control agencies regarding the appraisal and acquisition of real property by providing advice and assistance to subordinate staff members on complex appraisal and acquisition problems in order to assist in the training and development of Real Estate Officers in accordance with U.S.P.A.P., the Real Estate Services Section Policy and Procedures Manual, the State Administrative Manual and various state and federal codes for direction and as guidelines. <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.

All of the above, 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. <br>
<br>
KNOWLEDGE AND ABILITIES, Continued
<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.

All of the above, 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. <br>
<br>
SPECIAL REQUIREMENTS <br>
Interest in and aptitude for real property appraisal, acquisition and commercial leas 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>
· 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 with emphasis of the uniform standards of Professional Appraisal Practices. <br>
· Excellent communication, analytical, and negotiation skills. <br>
· Excellent computer skills including the use of the Internet, electronic mail, word, spreadsheets, and databases. <br>
· Ability to 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>
· Possession of a current State of California certified appraisal license. <br>
<br>
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES <br>
· Appropriate attire for professional office environment. <br>
· Effectively handle stress and deadlines. <br>
· Ability to multitask. <br>
· Frequent us of a personal computer and related application software at a workstation. <br>
· Effective communication skills. <br>
· Physical mobility to walk over a variety of different terrains in order to inspect the real property. <br>
· Travel independently to remote locations throughout the state. <br>
· Lift office supplies, book and manuals weighing up to 10 pounds. <br>



