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FINAL KSA LISTING

                                                    CLASS:  SENIOR REAL ESTATE OFFICER

July 2006

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



	
	Knowledge of:

	K1. 
	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.

	K2. 
	Knowledge of the factors and considerations in appraising real property and real property rights in order to prepare a complete fair market appraisal in compliance with Uniform Standards of Professional Appraisal Practice (USPAP). 

	K3. 
	Knowledge of legal descriptions, procedures and documents involved in real property transactions in accordance with real property law.

	K4. 
	Knowledge of principles, methods, and techniques used in the acquisition, disposition, or leasing of real property in accordance with established industry standards.

	K5. 
	Knowledge of financial analysis principles and concepts as it relates to real estate asset management such as real estate acquisition, development, leasing, sales and planning.

	K6. 
	Knowledge of rural and urban property values and their effect on economic trends upon value, price and construction cost of improvements in accordance with best industry practices.

	K7. 
	Knowledge of computer software (i.e., databases, spreadsheets, project management software, Outlook, etc.) for the effectiveness and efficiency of overall business operations.

	K8. 
	Knowledge of negotiation techniques and strategies to ensure the State’s best interest is being served in real estate business transactions. 

	K9. 
	Knowledge of the legislative process and the state budget process in order to support the State’s Real Estate Program.

	K10. 
	Knowledge of project management concepts and principles to direct and oversee a variety of real estate projects.

	K11. 
	Knowledge of principles, practices and techniques of program management to direct and oversee real estate programs.

	K12. 
	Knowledge of supervisory principles, practices, and techniques to plan, oversee, and direct the work activities of subordinate employees

	K13. 
	Knowledge of leadership skills, techniques and methods to effectively lead teams in the successful completion of various real estate projects.

	K14. 
	Knowledge of training methods and techniques used to provide training to staff in order to develop/improve job skills.

	K15. 
	Knowledge of appropriate corrective actions and progressive disciplinary techniques to provide effective, appropriate monitoring, coaching, and counseling of the work performance of subordinate staff.

	K16. 
	Knowledge of equal employment opportunity regulations and objectives to promote the department’s equal employment opportunity policies and goals in making hiring and employment decisions.


	
	Ability to:

	A1. 
	Ability to interpret and apply laws, rules, regulations, and policies as related to real estate asset management such as real estate acquisition, appraisal, development, leasing, sales and planning.

	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, appraisal, development, leasing, sales and planning.

	A3. 
	Ability to communicate effectively, both orally and in writing.

	A4. 
	Ability to establish and maintain cooperative relations with departmental employees, personnel from other State agencies, staff from federal and/or local agencies, stakeholders, consultants, vendors, and/or the public to accomplish the State’s real estate objectives.

	A5. 
	Ability to consult, advise and/or confer with staff from other State agencies, including control agencies, federal government, local governments, stakeholders, vendors, consultants, and/or the public regarding technical and program matters in order to accomplish the State’s real estate objectives.

	A6. 
	Ability to effectively negotiate and apply methods, techniques and strategies used in the negotiation of leases, acquisition, disposition, and management of real property in accordance with established industry standards.

	A7. 
	Ability to interpret complex data used to legally describe real property to ensure accurate identification of real property and real property rights.

	A8. 
	Ability to perform accurate financial analysis and evaluation as it applies to real estate appraisal, management, acquisition, development, leasing and sales to accomplish the State’s real estate objectives.

	A9. 
	Ability to prepare technical reports, documents, memos and materials relating to a variety of real property transactions.

	A10. 
	Ability to take action and/or make commitments in a variety of situations in order to accomplish department, division, or work unit goals.

	A11. 
	Ability to coordinate several competing projects or activities in order to ensure the most efficient use of time and resources.

	A12. 
	Ability to operate computer software (i.e., databases, spreadsheets, project management software, Outlook, etc.) for the effectiveness and efficiency of overall business operations.

	A13. 
	Ability to represent the department and the division and make effective public presentations to large audiences.

	A14. 
	Ability to perform and understand mathematical functions and processes sufficient to analyze real estate value, finance and economic trends and specific real estate deal points for acquisition, sale or leasing of real property.

	A15. 
	Ability to work effectively in a matrix team environment.

	A16. 
	Ability to interpret and apply State and/or Departmental policies and regulations as they relate to personnel management practices.

	A17. 
	Ability to effectively contribute to the Department’s Equal Employment Opportunity objectives.

	A18. 
	Ability to give clear, accurate instructions and directions related to work assignments and performance expectations to staff.

	A19. 
	Ability to plan for the efficient use of personnel and resources to complete assigned projects or on-going work.

	A20. 
	Ability to monitor the work of subordinate employees to ensure that it meets quality, quantity, and timeliness standards.

	A21. 
	


	
	Special Personal Characteristics:

	SPC1. 
	Willingness to work at odd hours.

	SPC2. 
	Willingness to travel independently throughout the State.

	SPC3. 
	Willingness to multi-task in a stressful environment. 

	SPC4. 
	Willingness to think creatively and problem solve in a variety of situations. 

	SPC5. 
	Willingness to continually learn and assimilate new information.

	SPC6. 
	Willingness to lift office supplies, books and manuals weighing up to 10 lbs.

	SPC7. 
	Willingness to walk over a variety of different terrains.


_____________________________________

Samples:

Willingness to work overtime and on-call hours as required.

Willingness to work rotating shifts (that is, Saturday and or Sunday shifts) in emergency situations on an as-needed basis.

Willingness to work holiday work shifts in emergency situations.

Willingness to climb ladders to heights of approximately 30 feet.

Willingness to work at heights between approximately 30 and 100 feet.
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