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FINAL TASK LISTING

                                                      CLASS:  SENIOR REAL ESTATE OFFICER
July 2006

     NOTE:  Each position within this classification may perform some or all of these tasks.
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	SUPERVISORY


	1. 
	Plan, organize and approve the work of a staff of Real Estate Officers and/or consultants to ensure accurate and timely completion of projects related to site selection, acquisition, appraisals, leasing, sales, asset management, and facilities planning in accordance with applicable, laws, rules, regulations, policies and/or procedures.
	X
	
	

	2. 
	Prioritize staff work activities based on workload, staff capabilities, and consultant availability in order to ensure quality and timeliness of work in accordance with applicable laws, rules, regulations, policies and/or procedures.
	X
	
	

	3. 
	Monitor and evaluate employee job performance to ensure established performance standards and expectations are being met in accordance with Departmental and Division policies and guidelines.

	X
	
	

	4. 
	Conduct on-the-job training to staff in order to provide the necessary tools and/or knowledge needed to perform assigned tasks in accordance with established Division and Departmental policies and guidelines.

	X
	
	

	5. 
	Establish and communicate consistent performance standards and expectations throughout the work unit to ensure quality and timeliness of work in accordance with established Division and Departmental policies and guidelines.  
	X
	
	

	6. 
	Recognize and appropriately acknowledge the efforts and accomplishments of staff to promote a positive and productive working environment.

	X
	
	

	7. 
	Initiate personnel actions, such as recruitment, hiring interviews, hiring selection, performance enhancement, counseling, discipline and/or termination of employees in accordance with applicable laws, rules, regulations, policies and/or procedures.
	X
	
	

	8. 
	Coach staff on career development; prepare annual performance appraisals (individual development plan) and probationary reports, in accordance with applicable rules, regulations, policies and/or procedures.

	X
	
	

	9. 
	Approve employee time sheets utilizing DGS’s Project Accounting and Leave System (PAL) to ensure accurate billing to clients in accordance with applicable laws, rules, regulations, policies and/or procedures.

	X
	
	

	10. 
	Advise employees regarding various personnel programs and policies (e.g., wellness program, substance 

	X
	
	

	PROJECT/PROGRAM MANAGEMENT

	11. 
	Plan, organize and direct the work of consultants to ensure accurate and timely completion of projects related to site selection, acquisition, appraisals, leasing, sales, asset management, and facilities planning and in accordance with applicable, laws, rules, regulations, policies and/or procedures.

	
	X
	

	12. 
	As project team leader, review and monitor the work of staff and/or multidisciplinary teams in order to ensure timeliness, quality and completion of projects related to site selection, acquisition, appraisals, leasing, sales, asset management, and facilities planning and in accordance with applicable, laws, rules, regulations, policies and/or procedures.


	
	
	X

	13. 
	Conduct project status meetings with client agencies, customers, Department of Finance, and/or Public Works Board staff to discuss project status, program issues and/or solutions in accordance with applicable laws, rules, regulations, policies and/or procedures.

	
	
	X

	14. 
	Serve as the acting supervisor of the Section in the absence of Section Chief or Assistant Chief by attending meetings, representing the Section, making time sensitive decisions, providing directions to Section staff, and reporting urgent matters to the Assistant Chief or Chief.

	
	
	X

	WORK UNIT/BRANCH OPERATIONS

	15. 
	Consult and/or assist Department legal staff on the development and/or interpretation of specific language to ensure contracts are enforceable legal documents in accordance with applicable laws, rules, regulations, policies and/or procedures.

	
	
	X

	16. 
	Evaluate technical real estate documents (e.g., space programs, leasing studies, economic analyses, facilities plans, etc.) utilizing office procedure manuals and prepare written recommendations for management, clients and/or control agencies in accordance with applicable laws, rules, regulations, policies and/or procedures.

	
	
	X

	17. 
	Evaluate real estate documents (e.g., leases, easements, purchase and sale agreements) for quality, accuracy and completeness prepared by staff and other state agencies to affect the transfer of real estate rights in accordance with applicable laws, rules, regulations, policies and/or procedures.

	
	
	X

	18. 
	Evaluate various administrative documents (e.g., invoices, change orders, alteration contracts) relating to service contracts in order to recommend final approval in accordance with applicable contract requirements, policies and/or procedures.

	
	X
	

	19. 
	Review and analyze property records, title reports, maps, plans, leases, and other real estate documents for acquisitions, sales, leasing, and clearing title exceptions to ensure compliance with applicable laws, rules, regulations, policies and/or procedures.

	
	X
	

	20. 
	Complete technical review of appraisals prepared by staff and/or contract appraisers to ensure that the appraisal report is completed in accordance with applicable laws, rules, regulations, policies and/or procedures.

	
	
	X

	21. 
	Survey, review and evaluate client agencies’ request for facilities, space or real estate services to ensure consistency with the Regional Facilities Plan, and various State and Federal laws, rules, codes and regulations. 

	
	
	X

	22. 
	Survey state agencies and analyze short and/or long-term facility needs or requirements in order to identify alternatives for consolidation of office space to optimize the use of state resources in accordance with laws, rules, regulations, policies and/or procedures.

	
	
	X

	23. 
	Prepare Regional Facilities Plans to identify short and/or long-term facility needs for client agencies in accordance with laws, rules, regulations, policies and/or procedures. 

	
	
	X

	24. 
	Prepare and review real estate documents (e.g., leases, easements, purchase and sale agreements) for DGS and other state agencies to affect the transfer of real estate rights in accordance with best business practices, applicable laws, rules, regulations, policies and/or procedures.

	
	X
	

	25. 
	Prepare reports related to the Division and/or DGS (e.g., Annual Report to the Legislature of Surplus Proprietary Lands, Five-Year Capital Outlay Plan) in accordance with applicable laws, rules, regulations, policies and/or procedures.

	
	X
	

	26. 
	Manage a portfolio of state owned and leased assets to ensure consistency with Regional Facilities Plans, Master Plans and best real estate practices in accordance with applicable laws, rules, regulations, policies and/or procedures.

	
	
	X

	27. 
	Draft policies and procedures or propose legislative initiatives to RESD management as necessary to respond to changing technology and practices in the public real estate field in accordance with State and Federal laws, rules, codes and regulations.

	
	
	X

	28. 
	Evaluate property and assess market conditions in order to affect the sale, acquisition, exchange, transfer, or lease of the most difficult, complex, and sensitive real estate projects utilizing the Real Estate Policy and Procedure Manual and SAM in accordance with State and Federal laws, codes and regulations.

	
	
	X

	29. 
	Identify sites best suited for asset enhancement through initial due diligence, (e.g. preliminary market demand studies, on-site inspections, zoning restrictions, local entitlement issues, and environmental impacts) in accordance with best industry practices, the Real Estate Policy and Procedure Manual, SAM, and various State and Federal laws, codes and regulations.

	
	
	X

	30. 
	Negotiate agreements with stakeholders, public agencies and private sector entities to facilitate the sale, acquisition, development, exchange, transfer, or lease of the most difficult, complex, and sensitive real estate projects utilizing the Real Estate Policy and Procedure Manual and the State Administrative Manual in accordance with State and Federal laws, codes and regulations.

	
	
	X

	31. 
	Approve and/or execute real estate conveyance documents, leases, acquisition and related contracts for which signing authority has been delegated to affect the sale, transfer or acquisition of property rights utilizing real estate policy and procedure manuals in accordance with applicable laws, rules and regulations.

	X
	
	

	32. 
	Update and administer the Capitol Area Plan and the State’s official master plan for the use of State-owned land in accordance with statutory directives, administrative policies and urban planning principles.

	
	
	X

	33. 
	Prepare and manage various lease agreements, licenses, right-of-entry and transfer of jurisdiction documents to ensure technical accuracy and protect the state’s interest utilizing real estate policy and procedure manuals in accordance with applicable laws, rules and regulations.

	
	X
	

	BUDGET/FUNDING

	34. 
	Prepare Request for Proposal and/or Request for Qualifications for real estate transactions and/or consultant services for the State utilizing departmental real estate manuals to ensure compliance with applicable laws, rules, regulations, policies and/or procedures.

	
	
	X

	35. 
	Prepare Request for Proposal and/or bid packages for leasing office spaces, modular buildings, and/or consulting services to obtain the best possible rate for the State in accordance with applicable laws, rules, regulations, policies and/or procedures.

	
	
	X

	36. 
	Prepare economic analyses using project cost, timing, schedule, existing real estate conditions, and financing mechanisms in order to evaluate the state’s need for leased office space compared to the alternative cost of developing or otherwise obtaining new state office buildings in accordance with applicable laws, rules, regulations, policies and/or procedures.

	
	X
	

	37. 
	Develop building budgets for DGS-owned buildings to establish funding priorities for capital projects, special repairs and infrastructure studies in cooperation with RESD branches, using Microsoft Excel spreadsheets and Word documents.

	
	
	X

	38. 
	Obtain funding for capital projects, special repairs and infrastructure studies for DGS-owned buildings by coordinating with Department of Finance, client agencies, and other branches within RESD, using Capital Outlay Budget Change Proposal and Microsoft Excel spreadsheets and Word documents.

	
	
	X

	39. 
	Maintain an economic forecast model to account for periodic changes in the tax law, changes in available financing mechanisms, facility operation costs, market real estate conditions, and documentation of the forecast for regional consolidation utilizing real estate policy and procedure manuals in accordance with applicable laws, rules and regulations.
	
	
	X

	40. 
	Assist with budget preparation and carrying out other administrative functions as directed by management.

	
	
	X

	COMMUNICATION/CORRESONDENCE

	41. 
	Provide expert advice and assistance to staff, management, client agencies, Boards and Commissions, and/or special committees on complex real estate issues verbally or in writing in accordance with applicable laws, rules, regulations, policies and/or procedures.

	
	
	X

	42. 
	Represent DGS before various public and private entities regarding issues relative to State development activities, urban planning and development and other real estate matters as directed by management.

	
	
	X

	43. 
	Review and edit correspondence and/ or reports for transmittal to client agencies, the public and/or the Legislature for accuracy, completeness in accordance with applicable laws, rules, regulations, and policies.

	
	
	X

	44. 
	Provide technical guidance to staff and consultants for resolving client complaints or inquiries using technical knowledge of the public real estate field in accordance with the Real Estate Policy and Procedure Manual, the State Administrative Manual (SAM) and various State and Federal laws, codes and regulations.

	
	
	X

	45. 
	Prepare documents regarding complex and significant issues for client agencies, lessees, property owners, Boards and Commissions, agency secretaries, department directors, legislators, and local jurisdictions in accordance with applicable laws, rules, regulations, and policies. 

	
	
	X


Note:
Highlighted tasks were eliminated from further consideration which had a CT or RT rating of less than 0.5 and an IT Index of less than 2.0.  (See “Task Rating Summary Worksheet”.)


