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                                                    CLASS:  SUPERVISING REAL ESTATE OFFICER

       NOTE:  Each position within this classification may be required to possess all or some of these knowledge, skills or abilities.
	#
	Knowledge, Skill, Ability
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	Knowledge of:

	K1. 
	Knowledge of State, DGS, Division’s Supervisory principles, practices, policies, procedures, objectives and techniques to plan, oversee, and direct the work activities of subordinate employees.

	K2. 
	Knowledge of current management and leadership theories, techniques, and applications to ensure that strategies employed in the supervision and oversight of work unit operations are effective and appropriate.

	K3. 
	Knowledge of personnel procedures to ensure that personnel actions are in compliance with departmental procedures and policies, as well as State and federal laws and regulations as enforced by the Department of Personnel Administration (DPA) and the State Personnel Board (SPB).

	K4. 
	Knowledge of State, DGS, and Division’s HR activities and procedures (e.g. recruitment, hiring, promotions, testing, labor relations, etc.) in compliance with the Department’s Equal Employment Objectives while ensuring compliance with State, DGS, Division’s Supervisory policies, procedures and objectives.

	K5. 
	Knowledge of the Manager’s role in HR activities and procedures (e.g. recruitment, hiring, promotions, testing, labor relations, etc.) in compliance with the Department’s Equal Employment Objectives while ensuring compliance with State, DGS, Division’s Supervisory policies, procedures and objectives.

	K6. 
	Knowledge of management, leadership, and team-building principles and techniques to conduct team-building sessions, which contribute to and promote a positive, cooperative, professional work environment. 

	K7. 
	Knowledge of risk management principles and techniques to prioritize potential risks, develop strategies to mitigate risks, and identify and implement recovery plans and contingencies.

	K8. 
	Knowledge of the organization of the department and its operating parameters to ensure that the efforts and accomplishments of the work unit correspond with the overall operations of the department.

	K9. 
	Knowledge of the purpose, mission, and goals of the department and the work unit to ensure that the progress and completion of work assignments and tasks conform to the overall objectives of the work unit.

	K10. 
	Knowledge of 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.

	K11. 
	Knowledge of environmental laws and practices of the State of California and the Federal Government as it relates to real estate asset management such as real estate acquisition, development, leasing, sales, planning (long-range and tactical).

	K12. 
	Knowledge of laws pertaining to contracts and agreements as it relates to real estate asset management such as real estate acquisition, development, leasing, sales, planning (long-range and tactical),

	K13. 
	Knowledge of principles, practices, and trends of public and business administration, including management analysis, planning, program management and program evaluation as it relates to real estate asset management such as real estate acquisition, development, leasing, sales, planning (long-range and tactical).

	K14. 
	Knowledge of the formal and informal aspects of the State’s legislative process and the administration and department’s goals and policies to protect the State’s interests relative to pending and proposed legislation and in accordance with specified Departmental guidelines.

	K15. 
	Knowledge of cost/benefit analysis principles and concepts to assess the impact and effectiveness of programs, business processes, policies and/or procedures as it relates to real estate asset management such as real estate acquisition, development, leasing, sales, planning (long-range and tactical).

	K16. 
	Knowledge of financial analysis principles and concepts to assess the fiscal impact of programs, policies, and/or procedures as it relates to real estate asset management such as real estate acquisition, development, leasing, sales, planning (long-range and tactical).

	K17. 
	Knowledge of the departmental budget process, which includes support budget development and revisions/augmentation needs (such as position, equipment, and supply order changes) using Budget Act Provisions, BCP (budget change proposals) to develop and/or assist in the development of the work unit or division budget.

	K18. 
	Knowledge of strategic planning principles and concepts to lead and/or participate in department, division, work unit, or work team strategic planning sessions.

	K19. 
	Knowledge of project management concepts and principles (scope, schedule and budget) to direct and oversee the completion of a variety of real estate projects.

	K20. 
	Knowledge of computer software (i.e., Office Works, ABMS, PAL, Outlook, etc.) for the effectiveness and efficiency of overall business operations.




	




	Ability to:

	A1. 
	Ability to interpret and apply the State laws, State, DGS and Division’s policies, rules, and regulations as it relates to real estate asset management such as real estate acquisition, development, leasing, sales, planning (long-range and tactical).

	A2. 
	Ability to analyze situations accurately, make recommendations, and/or take effective action as it relates to real estate asset management such as real estate acquisition, development, leasing, sales, planning (long-range and tactical).

	A3. 
	Ability to implement new policies, procedures, and programs, ensuring appropriate staff training and overall planning to minimize disruption to staff.

	A4. 
	Ability to oversee and manage the implementation of the project scope, schedule and budget to ensure the quality delivery of work unit products and services.

	A5. 
	Ability to effectively communicate, both orally and in writing, on a variety of real estate matters to be in compliance with the Division’s mission, goals and objectives while ensuring compliance with State, DGS, Division’s Supervisory policies, procedures and objectives.

	A6. 
	Ability to assist and oversee the development of departmental and/or work unit budget, which includes support budget development and revisions/augmentation needs (such as position, equipment, and supply order changes) using Budget Act Provisions, BCP (budget change proposals).

	A7. 
	Ability to track and monitor departmental and/or work unit budget, which includes support budget development and revisions/augmentation needs (such as position, equipment, and supply order changes) using Budget Act Provisions, BCP (budget change proposals).

	A8. 
	Ability to assist in the development of strategic plans (Branch, Section, Division, and Department) to establish program performance objectives and measures to accomplish the Division’s mission, goals and objectives while ensuring compliance with State, DGS, Division’s policies, procedures and objectives.

	A9. 
	Ability to recommend and draft legislative/legal changes and proposals in accordance with State, DGS and Division’s mission, goals and objectives.   

	A10. 
	Ability to establish and maintain cooperative relations with departmental employees, personnel from other state agencies, staff from federal and State regulatory and/or control agencies, consultants, vendors, and/or the public.

	A11. 
	Ability to consult, advise, and confer with staff from other State agencies, including control agencies, federal government, local governments, stakeholders, vendors, consultants, and/or, the public on technical and program subject matter areas.

	A12. 
	Ability to resolve problems and issues by developing an action plan in response to changing priorities, problems, or setbacks to allow for the completion of projects and work assignments as it relates to the operation of the work unit programs, procedures, business processes, and/or policies.

	A13. 
	Ability to supervise and oversee the work activities of interdisciplinary teams or work groups in the planning and completion of a variety of projects.

	A14. 
	Ability to effectively contribute to the Department’s Equal Employment Opportunity objectives.

	A15. 
	Ability to calm and defuse hostile or irate individuals through the use of interpersonal skills through effective listening and communication.

	A16. 
	Ability to use tact and diplomacy when dealing with the needs, problems, and/or concerns of a variety of individuals, including departmental employees, staff from other State agencies, personnel from federal and State regulatory and/or control agencies, vendors, consultants, and the public.

	A17. 
	Ability to operate computer software (i.e., MicroSoft Office Works, ABMS, PAL, Outlook, etc.) for the effectiveness and efficiency of overall business operations.

	A18. 
	Ability to perform and/or manage multiple tasks or work on multiple projects simultaneously, maintaining appropriate control and oversight of tasks/projects completed.




	




	Special Personal Characteristics:

	SPC1. 
	Willingness to work at odd hours. 

	SPC2. 
	Willingness to travel throughout the State.

	SPC3. 
	Willingness to continue career development of managerial and supervisory skills and techniques.



NOTE:  Highlighted KSAs were eliminated from further consideration which had an EE or CK rating of less than 1.5 and an IK index of less than 3.0.  (See “KSA Rating Summary Worksheet.”)
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