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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

009032-AMB
ANALYST’S INITIALS

SJ
DATE

10.22.14


	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

719-103-9602-xxx
	TENURE

 FORMDROPDOWN 
      
	TIME BASE

 FORMDROPDOWN 
      
	CBID

R01

	OFFICE OF

RESD/Asset Management Branch
	LOCATION OF POSITION (CITY or COUNTY)

West Sacramento
	 FORMDROPDOWN 
 SALARY

$5688
TO
$7068
     

	SEND APPLICATION TO:
Executive Office/HR
707 3rd Street, 5th 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

11/4/14


	 PLEASE REFERENCE RPA 009032 AND THE BASIS OF YOUR ELIGIBILITY ON THE APPLICATION
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
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> 
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>
Duties br>
ESSENTIAL FUNCTIONS br>
As a division liaison: 

· Regularly attend RESD/agency meetings and gather pertinent information to share with other RESD service providers as appropriate.

· Work to enhance communication and working relationships between RESD and customer agencies; as well as among RESD branches.

· Participate in RESD Strategic Plan development, ARF Deficit Recovery efforts, coordination with RESD executive management on division-wide efforts such as, customer focus meetings, developing and conducting surveys, etc.
· Participate in the development of RESD Brochures, division-wide document templates, SAM manual updates, policy 
   documents, FDO training CRUISE session, and initial CRUISE training for new RESD and customer staff as needed



	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

719-103-9602-xxx
	RPA NUMBER

009032-AMB 
	FILE BY


11/4/14

	As the initial point of contact for state agencies requesting RESD services:

· As a technical expert, comprehensively review and evaluate incoming CRUISE requests to ensure requests are well defined and complete, including an initial description, timeframe and funding source. 

· Confer with RESD service providers to determine appropriate project set up and routing of CRUISE requests for service delivery.

As a customer liaison:

· Provide expertise and advise state agencies about RESD’s services and processes; routing them to the appropriate service provider as needed.

· Independently respond to customer inquiries and concerns by getting them to the correct RESD resource service provider or providing comprehensive solutions. 

· Establish an ongoing relationship with assigned agencies and develop a comprehensive understanding of their programs, real estate, and facility requirements.  

· Assist customer agencies with planning for and meeting their long and short term real estate needs. 

MARGINAL FUNCTIONS 
· Develop and maintain customer contact lists.  Draft and distribute various communications to customer agencies.

· May act for the Supervising Real Estate Officer in his/her absence.

KNOWLEDGE, SKILLS AND ABILITIES 

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.

Knowledge of 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.
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.  
Ability to 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.
SPECIAL REQUIREMENTS
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.

DESIRABLE QUALIFICATIONS 
•
Excellent customer service skills: listen with attention to cues such as content, context, tone, gestures and facial      expression; express ideas and facts clearly; interact with others in ways that are friendly, courteous, and tactful and that demonstrate respect for individual and cultural differences and for the attitudes and feelings of others.
•
 Understand and use written information that may be presented in a variety of formats; select reading strategies appropriate to the purpose, such as skimming for highlights, reading for detail, reading for meaning and critical analysis.

•
Express ideas and information in written form clearly, succinctly, and accurately, and in an organized manner.
• Experience in and knowledge of the capital outlay process and the state’s policies and practices in this area. 

• Demonstrated skills in organization of work tasks, anticipation of obstacles, and setting priorities.

• Demonstrated ability to work independently doing research, and gathering and evaluating information.
•
Demonstrated ability to lead teams, collaborate and cooperate effectively as a part of a team.

•
Excellent personal computer skills with emphasis on Microsoft Word, Excel and Outlook.

• Knowledge and experience in state revenue financing practices and analysis of same.

• Excellent problem solving skills.
• Experience planning and implementing change in a Matrix-based organization.
• Knowledge of real estate law, practices, and terminology as applied to public sector transactions.

• Hold a current valid California Driver License.

WORK ENVIRONMENT, PHYSICAL, OR MENTAL ABILITIES 

•
Office buildings, both low and high rise (single story to 20 stories).

•
Professional office environment and protocol.

•
Ability to visually assess and verify the condition of the real estate portfolio.

•
Conduct independent field inspections in varying terrains and conditions by walking the property.

•
Assist in the set up and transporting (35 lbs.) of various types of equipment.
Physical Abilities

•
Requires physical mobility to walk over a variety of different terrains in order to inspect the real

   property.

•
Travel independently and/or with others (by vehicle or airplane) to sites in remote locations throughout the state. 
•  Visit worksites in inclement weather conditions.

•
Daily use of PC and related applicable software at a work station.

•
Lift office supplies, plans, books and manuals weighing up to 10 pounds.

•
Work extended hours. 
Mental Abilities

•
Work under pressure, effectively handle stress and deadlines.
• Ability to multitask.



