CEA 3, CHIEF, PROFESSIONAL SERVICES 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 management of professional services provided by The Real Estate Services Division (RESD) including architectural, engineering, space planning and other design related services; real estate services including leases, appraisal, acquisition, surplus sales and be State leasing; facilities planning, environmental planning, economic analysis and special programs. 
	
	
	

	2. 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

	
	
	
	

	3. Serve as the State’s real estate services 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.
	
	
	

	4. 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 20 million square feet of leased space statewide, and over 200 projects annually totally 1.5 billion dollar State office real estate portfolio, and during construction the facilities being funded are often high profile economic development projects, and are critical to a customer’s program, accomplished under court order and subject to quarterly reporting to the Legislature.
	
	
	

	9. 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.
	
	
	

	10. 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.
	
	
	

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

	12. 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.
	
	
	

	13. Manage funds for major capitol projects subject to strict administrative requirements established by DOF (i.e., due diligence) and is required to protect State investments by ensuring policies and procedures are consistent with DOF requirements.
	
	
	


CEA 3, CHIEF, PROFESSIONAL SERVICES BRANCH
REAL ESTATE SERVICES DIVISION
KNOWLEDGE, SKILLS & ABILITIES (KSAs)

	IMPORTANCE
	
	NEED DAY 1

	0 = Not related to satisfactory job performance
	
	Y = Yes

	1 = Helpful or Desirable to satisfactory job performance
	
	N = No

	2 = Important to satisfactory job performance
	
	

	3 = Essential to satisfactory job performance
	
	


	KNOWLEDGE OF:
	IMPORTANCE
	NEED DAY 1

	1. Organizational principles, personnel management, budgeting, public works and professional services contracting, labor relations, equal employment opportunity and the organization and functions of State government.
	
	

	2. Project management principles.
	
	

	3. All phases of the State’s real estate and capital outlay processes.
	
	

	4. The State financial process and policies including lease revenue bond financing and administrative requirements.
	
	

	5. Laws and regulations pertaining to State contracting, financing and capital outlay.
	
	

	6. Managing a portfolio of public buildings.
	
	

	7. Policy issues associated with acquisition and sales of State real estate.
	
	

	8. Real estate development, zoning and entitlement process.
	
	


CEA 3, CHIEF, PROFESSIONAL SERVICES BRANCH
REAL ESTATE SERVICES DIVISION
KNOWLEDGE, SKILLS & ABILITIES (KSAs)

	IMPORTANCE
	
	NEED DAY 1

	0 = Not related to satisfactory job performance
	
	Y = Yes

	1 = Helpful or Desirable to satisfactory job performance
	
	N = No

	2 = Important to satisfactory job performance
	
	

	3 = Essential to satisfactory job performance
	
	


	ABILITY TO:
	IMPORTANCE
	NEED DAY 1

	1. Develop and maintain cooperative relationships with all levels of government.
	
	

	2. Identify and accurately understand complex issues and to develop and implement an effective course of action.
	
	

	3. Advise top level management in the formulation of Administration, Departmental and Divisional initiatives and policies.
	
	

	4. Develop and maintain effective working relationships with representatives of all levels and branches of government.
	
	

	5. Speak and write effectively.
	
	

	6. Enlist broad support from a variety of program managers to attain common goals
	
	

	7. Evaluate Branch and Divisional issues considering overall implications and transform them into policy recommendations
	
	

	8. Exercise sound judgment under pressure associated with disagreements between/among individuals, organizations, local jurisdictions and consultants.
	
	

	9. Assemble, develop, retain and motivate staff, supervisors and managers.
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