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                                                      CLASS:  REAL ESTATE OFFICER

     NOTE:  Each position within this classification may perform some or all of these tasks.
	Task #
	Task
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	1. 
	Under close supervision of a higher level Real Estate Officer, assist State client agencies in the selection of suitable lease sites which meet State lease requirements, (e.g., ADA, Seismic, Heath and Safety, etc.), using fair market rent analysis and physical site analysis.

	2. 
	Under close supervision of a higher level Real Estate Officer, lease private sector facilities for office and warehouse space using site selection analysis, routine lease negotiations, and if necessary, lease bid processes in accordance with Government Code 14669.

	3. 
	Under close supervision of a higher level Real Estate Officer, conduct routine negotiations with private sector landlords for renewals and/or amendments to existing leases in accordance with Government Code 14669, Real Estate Law, SAM, Leasing Manual, and current industry standards.

	4. 
	Under close supervision of a higher level Real Estate Officer, manage all types of leases for privately-owned space in accordance with the existing lease terms, Government Code 14669, SAM, the Leasing Manual, Real Estate law, and industry standards and established State, DGS, Division, Section office policies and procedures.

	5. 
	Under close supervision of a higher level Real Estate Officer, prepare termination of leases for State client agencies, in accordance with lease terms, and using sound financial analysis.

	6. 
	Under close supervision of a higher level Real Estate Officer, order an appraisal of real property rights using established State, DGS, Division, Section office policies and procedures in order to obtain a bid from a private appraiser.

	7. 
	Under close supervision of a higher level Real Estate Officer, in order to determine the fair market value of real property, complete routine appraisals by establishing the Highest and Best Use of real property, easements and/or any allocation of real property rights, analyzing all three approaches to value; market, replacement cost, or income in accordance with California Code of Civil Procedure, Section 1263.320, Real Estate law, SAM, Real Estate Manual and industry standards and established State, DGS, Division, Section office policies and procedures.

	8. 
	In accordance with the State Relocation Assistance Act pursuant to Government Code, and Department of General Services Regulations pursuant to California Administrative Code, under the close supervision of a higher level Real Estate Officer, collect and analyze information in order to complete Relocations Assistance Plans to assure that replacement housing is available for people dislocated by state projects. 

	9. 
	Under close supervision of a higher level Real Estate Officer, review preliminary title reports, identify title problems and/or exceptions to title and make recommendations to resolve problems in order to provide adequate title insurance acceptable for State ownership according to established State, DGS, Division, Section office policies and procedures.

	10. 
	Under close supervision of a higher level Real Estate Officer, in order to conduct a public bid opening for the lease, development or sale of Stateowned property; prepare brochures, develop and execute advertising strategies using market analysis, demographics and zoning information in accordance with Government Code 14670 and 15863, SAM, the Real Estate Manual and established State, DGS, Division, Section office policies and procedures.

	11. 
	After conducting a public bid opening, under close supervision of a higher level Real Estate Officer, analyze the bid proposals using present worth calculations and any other applicable criteria and/or qualifications in order to establish the successful bidder and award the lease or sale of Stateowned property in accordance with Government Code 14670 and 15863, SAM, the Real Estate Manual and established State, DGS, Division, Section office policies and procedures.

	12. 
	Under close supervision of a higher level Real Estate Officer, lease Stateowned properties using routine lease negotiations and the lease bid process in accordance with Government Code 14670, Real Estate law, State Administrative Manual (“SAM”), Real Estate Manual, and current industry standards, as established.

	13. 
	Under close supervision of a higher level Real Estate Officer, prepare income analysis to determine market rents and/or fair market value for the lease or sale of real property in accordance with Government Code 14670 and 15863, SAM, the Real Estate Manual and established State, DGS, Division, Section office policies and procedures.

	14. 
	Under close supervision of a higher level Real Estate Officer, assist client agencies and/or internal customers (e.g., APE, CAM, etc.) in the development of, and the enforcement of, a schedule to obtain the goal of maximum utilization of State-leased facilities in accordance with Government Code 14670 and 15863.

	15. 
	Under close supervision of a higher level Real Estate Officer, manage all types of leases of Stateowned properties in accordance with the existing lease terms, Government Codes 14670 and 15863, Real Estate law, SAM, the Real Estate Manual, industry standards, and established State, DGS, Division, Section office policies and procedures.

	16. 
	Under close supervision of a higher level Real Estate Officer, review subject parcel zoning using General Plans and zoning maps of the applicable local jurisdiction and make recommendations for the enhancement of zoning in order to accomplish the sale or lease of Stateowned real property in accordance with current law, established State, DGS, Division, Section office policies and procedures.

	17. 
	Under close supervision of a higher level Real Estate Officer, complete lease, deed or appraisal exhibits that accurately describe real property and/or any allocation of real property rights, by using existing legal descriptions, plat maps, public records from county assessors offices, and/or any other public record or document necessary to support findings in accordance with Real Estate Law, current surveying industry standards, under the close supervision of a higher level Real Estate Officer

	18. 
	Under the close supervision of a higher level Real Estate Officer, gather information necessary to complete internal DGS reports containing statistical data using standard analytical practices and established Division, Section and office policies and procedures.

	19. 
	Gather necessary information for higher level Real Estate Officers, to provide status reports to the legislature, Department of Finance, Agency level personnel, and state client agencies, using established State, DGS, Division, Section and office policies and procedures.

	20. 
	Under the close supervision of a higher level Real Estate Officer, write memos and letters for corresponding with internal DGS customers, state client agencies, and the general public using established State, DGS, Division, Section and office policies and procedures.
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