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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

8584 - PMDB
ANALYST’S INITIALS

DWM
DATE

10/28/2014


	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

Associate Real Estate Officer 
	POSITION NUMBER

719-503-9595-007
	TENURE

Permanent 
	TIME BASE

Full Time 
	CBID

R01

	OFFICE OF

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

West Sacramento, Yolo County
	Monthly Salary
Assoc Real Estate Officer

$4,711 - $5,900


	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

Sr. Real Estate Officer Supervisor
	FILE BY

11/7/2014


	PLEASE REFERENCE RPA 8584 AND THE BASIS OF YOUR ELIGIBILITY ON THE APPLICATION 
<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> 
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> 
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> 
ESSENTIAL FUNCTIONS <br> 
In order to provide suitable office and warehouse facilities for customers which includes assessing customers’ program needs, administering lease terms, evaluating and selecting appropriate facilities for client agencies in accordance with the Form 9 Space Action Request, lease terms and conditions and accepted industry practices and the RESD Leasing Manual, RESD’s Regional Facility Plans, and the guidelines outlined in the MOU between DGS and DOF: <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

Associate Real Estate Officer 
	POSITION NUMBER

719-503-9595-007
	RPA NUMBER

8584 
	FILE BY


11/7/2014

	ESSENTIAL FUNCTIONS CONTIUED: <br>
· Meets with customers to assess their program needs by analyzing their needs for office, warehouse, and other types of facilities to be leased for state occupancy.  <br> 

· Determines that their needs are consistent with RESD Regional Facility Plans by comparing their needs with approved Regional Facility Plans. <br>
· Personally inspects facilities and determines if they meet the state’s requirements by onsite inspections that might include walking irregular terrain.  <br> 

· Assists customers in securing approval of the Department of Finance (DOF) as necessary, by providing support and consultation in the Form 10 completion and submission. <br> 

· Gathers and evaluates data regarding real estate market conditions to determine appropriate rental rates using relevant market comparable data (i.e. advertising, current leases, internet).  <br> 
· Assists customers with facility issues by interpreting and clarifying lease terms and conditions.  <br> 
<br>
Negotiates lease terms and conditions with Lessor, Lessor’s agent or representative in order to ensure lease compliance, secure appropriate leased facilities that satisfy various state programmatic needs at current market rates or better by collecting and analyzing market data, and using sound real estate and business principles and practices, various types of communication (i.e. using face to face meetings and telephone calls) in accordance with the Form 9 Space Action Request, lease terms and conditions, RESD Leasing Manual, the State Administrative Manual and various State and Federal codes and regulations.  <br>
<br>
In order to execute documents that secure leased facilities, maintain tenantable quarters, and protect the State’s interest in accordance with the Form 9 Space Action Request, lease terms and conditions, RESD Leasing Manual, the State Administrative Manual and various State and Federal codes and regulations: <br>
· Prepares written lease contracts, lease amendments, and other related real estate documents, including notices to the joint Legislative Budget Committee using document templates and boiler plate language and PC software such as Word and Excel, and using sound real estate principles and practices.  <br> 

· Drafts original lease language for unique situations that is reviewed and approved by DGS Legal and immediate supervisor using principals of real estate contract law. <br> 

<br>
Prepares status reports on projects and meets with customer agencies to provide updates on the progress of projects, resolve problems, and to facilitate a successful project delivery and better service to customers using Excel and Access software in accordance with RESD’s customer service principles and project management policies. <br>
<br>
Informs and educates industry professionals (i.e. real estate brokers, building owners, building managers, etc.) regarding the State’s leasing process and in order to ensure a successful project delivery and provide better service to customers in accordance with RESD policy and the office goals and objective of improving State client leasing programs in accordance with the Leasing Manual.  This is accomplished by meeting with building owners, brokers, developers, and other industry professionals to explain the state’s facilities requirements and specific customer needs using the state’s standard lease policies and documents and the customer’s program data that is consistent with the Form 9 Space Action Request and accepted industry practices, and the RESD Leasing Manual. <br>
<br>

In order to improve the State’s Leasing Program, provide better customer service, and protect the State’s interest in accordance with the RESD Leasing Manual, RESD policy, State Administrative Manual and various State/Federal codes and regulations, and the office goals: <br>
· Provides advice, assistance and training to other Real Estate Officers by using training tools such as the RESD Leasing and  Manual, organized training classes for real estate officers (i.e. special classes, all staff meetings, etc.) <br>
· Provides advice, assistance and training to Client Agencies by using training tools such the Facilities Development Overview (FDO) training class and manual for client agencies.  <br> 

· Assists in the preparation and delivery of specific training programs on leasing policies and procedures to in- house staff and to customers by using Power Point Presentations, one on one and/or group meetings. <br>
· Interprets and applies policies and procedures relating to lease negotiations, lease management, and space planning, i.e. seismic safety, ADA, sustainability, asbestos, etc., by making on-site inspections to visually determine if proposed leased facilities are in compliance and/or proposed remedies will bring them into compliance. <br>
· Evaluates pending legislation that may affect the state’s leasing operations by comparing the contents and weighing the benefits against potential problems. <br> 
· Makes recommendations for improvements to leasing policies and practices by using sound judgment, real estate business principles and practices. <br>
<b> 

Marginal Functions <br> 
Participates in matrix teams or small work groups assigned special projects for the purpose of solving problems and/or developing new procedures or products in order to improve customer service between RESD Branches by actively representing PMDB using effective communication and cooperation with other team members, in accordance with effective teamwork principles and RESD’s policies for matrix teams. <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; common methods of legally describing real property.<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> 
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, and to travel independently throughout the State.<br> 
<br>
INTERPERSONAL SKILLS <br>
Ability to exercise a high degree of diplomacy, initiative, independence and originality. <br>
<br>
DESIRABLE QUALIFICATIONS <br>
· Interest in and aptitude for commercial lease negotiation work. <br> 
· Excellent problem solving skills. <br>
· Excellent communication, analytical, and negotiation skills. <br>
· Understanding of the State Legislative process. <br>
· Leadership ability, creative ability, tact, and patience. <br> 

· Willingness to work odd hours and travel throughout the state.  <br> 

· Effectively use electronic project management systems with the ability to prepare spreadsheets and communicate on the Internet and LAN systems.   

· Possession of a valid California driver’s license, Class C.<br> 

· Work with high-level agency officials and private building owners. br> 
· Communicate effectively and display professional conduct. <br>
<br>
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES <br>
· Appropriate attire for professional office environment. <br>
· Hold a current valid California Driver’s License. <br>
· Effectively handle stress and deadlines.  <br>
· Ability to multitask. <br>
· Ability to visually assess and verify the condition of the real estate. <br>
· Conduct independent field inspections and evaluate property being leased in varying terrains and conditions by walking the property. <br>
· Frequent use of a personal computer and related database software at a workstation. <br>
· Effective communication skills.  <br>
· Read and interpret maps, title reports, technical real estate related data, contracts, policies, and procedures.  <br>
· Lift office supplies, books and manuals weighing up to 35 pounds.  <br>
· Travel independently to remote locations throughout the state. <br>
· Work extended hours.   <br>


	


