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FINAL ‘EDITED’ TASK LISTING

CEA III, CHIEF, BUILDING & PROPERTY MANAGEMENT BRANCH
     NOTE:  Each position within this classification may perform some or all of these tasks.

	Task #
	Task



	1. 
	Serves as the State’s real estate services management expert by providing advice and making recommendations to the DGS Policy Executive Committee both verbally and in writing.

	2. 
	Administers guidelines to ensure the policies are applied consistently by providing direction to the Building and Property Management Branch staff.

	3. 
	Provides leadership to develop and implement policy initiatives and practices that are new in California State Government.

	4. 
	Provides policy advice to DGS Management and Department of Finance concerning proposed legislation that may impact the delivery of real estate services in California by evaluating proposals and bills.

	5. 
	Plans and organizes the workload and related activities of the Branch’s various function specialties.

	6. 
	Fosters cooperative team-oriented environment within the Branch.

	7. 
	Coordinates the Branch’s functions with other functions in Real Estate Services Division by working and meeting with other branch managers.

	8. 
	Resolves policy conflicts among and between Branches and Divisions by working with managers in the Real Estate Services Division and the Department.

	9. 
	Develops and implements processes for the BPM Branch to be responsible and accountable for meeting the service agreements within the RESD Branch’s and external customers.

	10. 
	Establishes performance goals and a financial plan for the Branch and ensures that they are met.

	11. 
	Develops and implements the Branch’s strategic planning and long term organizational goals.

	12. 
	Develops processes and guidelines to manage the BPM professionally and cost-effectively at the direction of the Deputy Director/Assistant Deputy Director, Real Estate Services Division.

	13. 
	Reviews, signs and executes contracts and various legal documents for real estate services (such as facility planning, budgeting, statewide special repairs, health and safety) in accordance with the legal authority delegated to the position.

	14. 
	Allocates Branch resources in accordance with agreements in order to provide services to Joint Powers Agencies and other public entities.

	15. 
	Develops and maintains cooperative relationships with all levels of government regarding program issues. These relationships include the Governor’s Office, Courts, Agency Secretaries, the DOF, the Legislature and its staff, management from client agencies, environmental and citizen groups and representatives of the business community.
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