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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

8955- PMDB
ANALYST’S INITIALS
DWM
DATE

9/15/2014


	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

Staff Real Estate Officer

	POSITION NUMBER

719-503-9596-016
  
	TENURE

Limited Term 12 mos.
	TIME BASE

Full Time 
	CBID

R01

	OFFICE OF

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

West Sacramento, Yolo County
	Monthly Salary
Staff Real Estate Officer

$4,930 - $6,171


	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

Supervising Real Estate Officer
	FILE BY

9/25/2014


	<br>

POSITION MAY BE EXTENDED OR BECOME PERMANAENT AT A LATER DATE<
br>br>
PLEASE REFERENCE RPA #8955 AND THE BASIS OF YOUR ELIGIBILITY ON THE APPLICATION<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 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>
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>  
ESSENTIAL FUNCTIONS <br>
<br> 
In order to affect the lease of the more difficult and politically sensitive leased facilities projects; utilizing sophisticated market analysis and contract negotiations; in accordance with best industry practices, real estate and contract law, and state and departmental policies and procedure; the State Administrative Manual and Real Estate Leasing Manual to secure appropriate and cost-effective leased facilities for the state’s use: <br> 
· Negotiates statewide with the private sector for lease contracts, including new leases, amendments, renewals, terminations, and consolidations, etc., by analyzing market trends and rates, comparable lease transactions, preparing comprehensive financial analyses, evaluation of financial alternatives and implications, and customers’ facility needs, and applying sophisticated negotiation strategies and techniques. <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

Staff Real Estate Officer 


	POSITION NUMBER

719-503-9596-016

	RPA NUMBER

8955– PMDB

	FILE BY

9/25/2014

	· Under the direction of the Senior Real Estate Officer, represents the department on real estate policies and procedure related to specific projects by conducting regular meetings with state client agencies. <br> 
· Assures customers’ unique space requirements are met by meeting with Space Planners and state client agencies to define and monitor project scope, schedule, and budget. <br>
<br>
The work is initiated by external requests from state client agencies. <br> 
<br>
Serves as the lead and/or assist the Senior REO on straight lease or lease with a purchase option projects in accordance with best industry practices, real estate and contract law, and state and departmental policies and procedures, the State Administrative Manual and Real Estate Leasing Manual. Identifies and evaluates various acquisition options such as lease-purchase, lease with an option to purchase, use of assignable option, straight long-term leases by applying real estate knowledge, market trends and indicators, and financial assessment tools (cost benefit analyses, discounted cash flow, break-even analyses, etc.). <br>
<br>
· Identifies suitable sites by conducting market studies, performing on-site inspections, and evaluating zoning restrictions, political influences, and environmental impacts. <br> 
· Establishes and implements a plan of action, including scope, schedule, budget; communication plan; and roles and responsibilities through meetings and written correspondence with team members and state client agencies. <br>
· Meets and acts as the liaison with the Senior Real Estate officer and staff of client departments to obtain project buy-in, address lease concerns, and share project information by one-on-one discussions and group meetings. <br>
· Personally performs difficult and sophisticated lease negotiations by applying expert negotiation skills, dealing directly with owners, attorneys and brokerage teams on lease provisions, to achieve lease contracts that protect the state’s best interests. May represent the department in negotiations with other leasing officers, brokers and attorneys. <br> 
· Monitors project progress on an ongoing basis by meeting with team members and customers, evaluating status reports from key players including the owners’ representatives and construction contractors, and keeping the Senior Real Estate Officer and state client agencies informed of significant issues that may affect successful project completion. <br>
<br>
The work is initiated by both internal requests and external requests from state client agencies. <br>
<br> 

In order to assist the Administration (Agency level representatives and DOF representatives) and the Department in the ongoing improvement of statewide policies, develops and provides recommendations to the Senior Real Estate Officer using real estate expertise, knowledge, written and verbal recommendations, attending meetings, making presentations, etc., in accordance with industry standards and best practices, and real estate law. <br>
<br>
In order to ensure that the state’s leased facilities are secured with sound business practices and are suitable and safe for housing state agency operations by applying technical leasing expertise and market knowledge in accordance with industry standards and best practices: <br>
· Makes recommendations to the Senior Real Estate Officer and the Leasing Policy Team. <br>
· Provides technical assistance to lower level Real Estate Officers on complex or technically difficult real estate transaction. <br>
MARGINAL FUNCTIONS <br> 
In order to assist the Senior Real Estate Officer in budget preparations develops workload projections relative to the statewide leasing program by gathering statistics, by developing excel spreadsheets and providing documentation to the Senior Real Estate Officer, in accordance with the standards and guidelines. <br>
<br>

Provides functional guidance (through oral and written communication i.e. e-mails and one-on-one discussions) in order to train and develop the less experienced staff in accordance with established policies and procedures following direction received from management. <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>
DESIRABLE QUALIFICATIONS <br> 
· Excellent leadership skills. <br>
· Excellent problem solving skills. <br>
· Experience with commercial real estate lease transactions involving high-dollar value rent obligations. <br>
· Knowledge of real estate law, practices, and terminology as applied to public sector transactions. <br>
· Excellent communication, analytical, and negotiation skills. <br>
· Excellent math skills. <br>
· Understanding of the State Legislative and Budget process. <br>
· Understanding the importance of the lease process in a Matrix organization. <br>
· Leadership ability, creative ability, tact, and patience. <br>
· Ability to work independently, as a team leader, and team member. <br>
· Willingness and ability to multi-task in a stressful environment and perform completed staff work. <br>
· Willingness to work at odd hours and to travel throughout the State. <br>
· Possession of a valid California driver’s license, Class C. <br>
<br> 
INTERPERSONAL SKILLS

Ability to exercise a high degree of diplomacy, initiative, independence and originality. <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> 
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES

· Professional office environment and appropriate dress. <br>
· Effectively handle stress and deadlines. <br>
· Ability to multitask. <br>
· Daily use of PC and related applicable software at a work station. <br>
· Effectively communicate and address a professional audience. <br>
· Read and interpret maps, title reports, technical real estate related data, contracts, policies, and procedures. <br>
· In order to visually inspect and evaluate the property being leased the employee must be able to walk over a variety of different terrains. <br>
· Lift office supplies, books and manuals weighing up to 10 pounds. <br>
· Travel independently to remote locations throughout the state. <br>
· Work extended hours. <br>



