CEA 3, CHIEF, ASSET PLANNING and ENHANCEMENT BRANCH
REAL ESTATE SERVICES DIVISION
JOB ANALYSIS

	FREQUENCY

How often is this duty performed?
	
	IMPORTANCE

How important to the job is it that the duty is performed properly?
	
	CONSEQUENCE OF ERROR

How damaging is it if the duty is carried out improperly?

	0 = Not Performed
	
	0 = Not important
	
	1 = Not Damaging

	1 = Rarely
	
	1 = Important
	
	2 = Medium

	2 = Occasionally
	
	2 = Crucial
	
	3 = Damaging

	3 = Frequently
	
	
	
	


TASK LIST

	TASK
	FREQUENCY
	IMPORTANCE
	CONSEQUENCE OF ERROR

	
	
	
	

	1.
Responsible for the development and management of a statewide program that provides asset management services and portfolio management for a complex and politically sensitive real estate portfolio on behalf of the Public Words Board (PWB) and State agencies and departments.
	
	
	

	2. Responsible for the department’s Asset Enhancement and Surplus Sales program, long range facility planning function and providing an initial point of contact for clients and new project intake into the division.
	
	
	

	3. Provides policy and procedural advice to the DGS RESD Deputy Director and Assistant Deputy Director, in accordance with Executive Orders and DGS Guidelines, the State Administrative Manual, and State law.
	
	
	


	TASK
	FREQUENCY
	IMPORTANCE
	CONSEQUENCE OF ERROR

	
	
	
	

	4. Serve as the State’s asset management expert in providing advice and recommendations on policy and procedural issues within the program area, and administers guidelines to ensure the policies are applied consistently.
	
	
	

	5. Provide leadership for developing and implementing policy initiatives and in implementing practices that affect the State real estate portfolio.
	
	
	

	6. Work with managers in the RESD and the department to resolve policy conflicts among and between Branches and Divisions and to develop and implement new policy.
	
	
	

	7. Provides policy advice to the DGS concerning proposed legislation that may impact the DGS real estate portfolio and provides policy advice to DGS and the Department of Finance (DOF) in matters related to asset enhancement, portfolio management, long range planning, and surplus sales.
	
	
	

	8. Responsible for over a three plus billion dollar State office real estate portfolio, but during construction the facilities being funded are often high profile economic development projects, and are critical to a customer’s mission.
	
	
	

	9. Coordinate the leasing activities for 1,855 leases totaling 19 million SF and $375 million in annual rental payments.
	
	
	

	10. Provide policy direction to staff that provides technical support testimony in customer’s hearings and serves in an advocacy role for DGS projects and programs.
	
	
	

	11. Work with the Governor’s Office, Agency Secretaries, the Public Works Board, the Department of Finance, the Legislature and its staff, and management from customer agencies in regard to program issues.
	
	
	

	12. Act in the capacity of the Assistant Deputy Director or Deputy Director when extended vacancies occur.
	
	
	

	13. Exercise legal authority to execute contracts for professional services to develop estimates and accomplish studies, and hire real estate consultants for projects that are within the jurisdiction of the DGS.
	
	
	

	14. Allocate APE resources to provide services to Joint Powers Agencies and other public entities by agreement.
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