KEY POSITION DESCRIPTION

DEPARTMENT OF GENERAL SERVICES

REAL ESTATE SERVICES DIVISION

CEA 3

PROFESSIONAL SERVICES BRANCH

1.  NATURE OF RESPONSIBILITY
The Real Estate Services Division (RESD), the largest division within the Department of General Services (DGS), consists of five branches dedicated to providing services to all state agencies in the areas of asset planning and enhancement, property sales and acquisition, project management, architectural and engineering, construction management, environmental assessment, and leasing and planning.  The Professional Services Branch (PSB) provides a diversified, full-service real estate delivery system, including: architectural and engineering services; space planning and interior design; leasing and lease management; appraisal, acquisition and surplus property services; environmental services; and special programs such as hazardous material investigation and remediation and seismic retrofit of buildings.  

Under general direction of the Deputy Director and Assistant Deputy Director of RESD, the CEA, Chief of PSB is the State’s real estate services management expert responsible for: providing policy and procedural advice to the DGS Policy Executive Committee; developing and implementing new policy and procedures; managing and administering a zero-based operating budget of $41 million and a multidisciplinary professional staff of over 332 employees; advising DGS Management on proposed legislation that may impact real estate services in California; ensuring quality real estate services delivery for complex and/or sensitive design and construction projects of over 20 million square feet of leased space and over 2000 projects annually to over 120 department and agencies statewide; and representing the Department at Agency and acting as a consultant for other agencies with the Legislature, Department of Finance (DOF), and at public hearings.  
2.  ROLE IN SETTING OF MAJOR DEPARTMENT- WIDE POLICY
The CEA provides policy and procedural advice to the DGS Policy Executive Committee, in accordance with DGS guidelines, the State Administrative Manual, and State law.  The CEA serves 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 that policies are applied consistently.  The CEA also provides leadership for developing and implementing policy initiatives and in implementing practices that are new in California State government.

The CEA works with managers in RESD and the Department to resolve policy conflicts among and between Branches and Divisions and to develop and implement new policy.  The CEA provides policy advice to DGS Management concerning proposed legislation that may impact the delivery of real estate services in California and provides policy advice to DGS and DOF in related matters.
3.  PROGRAM SENSITIVITY AND MANAGERIAL INFLUENCE
a.  Degree of Program Sensitivity  

Program sensitivity is extremely high for a number of reasons.  Not only is there a responsibility for management of over 20 million square feet of leased space throughout the state and over 2000 projects annually totaling $1.5 billion, the projects are often high profile economic development projects, are critical to a customer’s program, are being accomplished under court order, are subject to quarterly reporting to the Legislature and/or are unique in some fashion.  In addition, the projects in the program are often part of a Governor’s initiative to stimulate the economy and typically generate significant interest from legislators whose districts benefit from the project.

Most projects in the program managed by the CEA are authorized in the Governors Budget, although some are authorized through special legislation.  All projects in the program require discussions with staff from DOF and consultants from Legislative Committees and the Legislative Analyst’s Office.  Projects are often the subject of significant debate in the Legislature, and PSB routinely provides technical support testimony at customer’s hearings and serves in an advocacy role for DGS projects and programs.  The Chief provides policy direction to staff for all such testimony.

The CEA manages a program that has access to much confidential customer information. There are matters of security and public health that routinely arise in the course of design of PSB projects. 

Management of the funds for major capital projects is subject to strict administrative requirements established by DOF such as “due diligence” which is required to protect State investments.  DOF continuously reviews activities for compliance.  The CEA is responsible for ensuring the implementing policies and procedures are consistent with the DOF requirements. 

b. Scope of Program Impact
The program scope is statewide with projects in various phases from Redding to San Diego.  PSB is responsible for administering and managing the State’s real estate services under the responsibility of the Director of DGS.  Program responsibilities are comprehensive and may include activities associated with long-range facility planning, alternative office design strategies, budgeting, purchase and acquisition of property and right-of-ways for project execution, drafting and providing technical support for legislation, lease negotiations for office space and other commercial facilities, environmental reporting, managing political externalities that impact a project, integrating all activities with the other Branches of the division and working effectively with the DOF and the customer agency to accomplish the project.    

The CEA develops and maintains cooperative relationships with all levels of government.  The CEA works with the Governor’s Office, Agency Secretaries, the DOF, the Legislature and its staff, and management from client agencies in regards to program issues.  The Chief coordinates PSB policy activities with other Branch managers in RESD, DGS and other impacted entities.  

c. Independence of Action
This CEA functions under the direction of the RESD Deputy Director and Assistant Deputy Director.  The CEA has full responsibility for day-to-day professional real estate services management for complex and/or sensitive design and construction projects on behalf of State agencies and departments.  The CEA has authority to make commitments pursuant to the level of authority granted by the Director of DGS. 

The CEA has legal authority to execute contracts for real estate services, to develop estimates, and to accomplish studies, design, and construction of state buildings and other facilities that are within the jurisdiction of the DGS.  The CEA may also allocate PSB resources to provide services to Joint Powers Agencies and other public entities by agreement.

The CEA is responsible for leadership to form and maintain positive relationships with other people in RESD, the Department, client agencies, and other jurisdictions or officials in matters related to PSB real estate services.

4.  CONTACTS

Within the State, there is regular contact with the Secretary (and staff) for State and Consumer Services Agency, the Cabinet Secretaries for customers with active projects in the PSB program, DGS Director and Chief Deputy Director; the RESD Deputy Director and Assistant Deputy Director, State executive heads, the Legislature and its staff, DOF Capital Outlay staff and the Public Works Board.  In addition, there is regular contact with local government, community, planning, design and construction industry representatives.
5.  STAFF SIZE AND MIX, PROGRAM VARIETY, AND BUDGET

a.  Staff Size
The total number of employees is 332.7.
b. Staff Mix

      The staff mix is:

	CBID
	INDIRECT POSITIONS
	TOTAL

	R11
	Architectural Assistant
	1

	R11
	Architectural Associate
	2

	R09
	Architectural Designer
	4

	R11
	Architectural Project Production Analyst
	1

	M09
	Assistant Chief, Construction
	1

	R09
	Associate Architect 
	7

	R09
	Associate Civil Engineer
	1

	R09
	Associate Construction Analyst
	2

	R11
	Associate Estimator of Building Construction
	5

	R01
	Associate Governmental Program Analyst
	4

	R01
	Associate Information System Analyst
	1

	R09
	Associate Mechanical Engineer
	4

	R01
	Associate Personnel Analyst
	1

	R01
	Associate Real Estate Officer 
	32

	R01
	Associate Space Planner 
	17.8

	R09
	Construction Inspector I
	1

	R09
	Construction Inspector II
	5

	R09 
	Construction Supervisor I
	26

	R09 
	Construction Supervisor II
	30.7

	S09 
	Construction Supervisor III
	6

	R11
	Delineator
	3

	R11
	Electrical Engineering Technician III
	1

	R11
	Electrical Inspector II
	4.7

	R10
	Energy Resource Specialist
	1

	S01
	Facility Manager I
	6.8

	M01
	Facility Manager II
	1

	R14
	Graphic Designer II
	1

	R01
	Management Services Technician
	2

	R09
	Mechanical Engineer
	4

	R11
	Mechanical Engineering Technician I
	1

	R11
	Mechanical Engineering Technician III
	1

	R11
	Mechanical Inspector II
	5.7

	R04
	Office Assistant – General
	1

	R04
	Office Assistant – Typing
	4

	R04
	Office Technician – Typing
	20

	R09
	Project Director II 
	1

	S01
	Project Director III
	1

	R04
	Secretary
	1

	R09
	Senior Architect
	17

	S09
	Senior Civil Engineer
	5

	R09
	Senior Electrical Engineer
	6

	S01
	Senior Environmental Planner
	5.5

	R11
	Senior Estimator of Building Construction
	1

	S09
	Senior Landscape Architect 
	2

	R09
	Senior Mechanical Engineer 
	6

	S01
	Senior Real Estate Officer 
	17

	S09
	Senior Sanitary Engineer
	2

	R09
	Senior Structural Engineer 
	2

	U09
	Senior Waste Management Engineer
	1

	R01
	Space Planner
	3

	R01
	Staff Real Estate Officer
	11

	R01
	Staff Services Analyst – General 
	2

	M01
	Staff Services Manager III
	1

	R01
	Staff Space Planner
	15.6

	R09
	Structural Engineering Associate
	1

	S09
	Supervising Architect
	4

	S09
	Supervising Electrical Engineer
	1

	S09
	Supervising Engineer-CS-OAC
	1

	M01
	Supervising Environmental Planner
	1

	S11
	Supervising Estimator of Building Construction
	1

	S09
	Supervising Mechanical Engineer 
	2

	M01
	Supervising Real Estate Officer
	2

	S09
	Supervising Structural Engineer
	1

	
	
	

	
	Total Indirect
	323.8

	
	
	

	
	
	

	
	DIRECT POSITIONS
	

	M01
	Assistant Chief, Office of Real Estate & Design Svs
	2

	M09
	Chief Construction Supervisor
	1

	C01
	Executive Assistant
	1

	M09
	Principle Architect
	2

	
	
	

	
	Total Direct
	6

	
	
	

	M01
	CEA
	1


c. Program Variety

The Cost Engineering Section provides cost and schedule information to RESD management, project managers, and customers to enable responsible individuals to make timely, mission critical, business decisions.   These services include project estimating and budgeting, project scheduling, cost analysis, project administration, and workload authorization.
The Design Services Section provides the in-house planning architecture, engineering and interior design resources and services for DGS, state agencies and departments and other governmental clients. The Section is organized into ten design studios, each with specialized experience and capabilities in their respective fields.

The Real Property Services Section provides real estate services related to the acquisition, use and sale of state-owned real estate, including appraisal, review, relocation assistance and due diligence.  

The Real Estate Leasing and Management Section provides statewide space leasing and management services in privately-owned space for state tenants.  Develops and implements law and policy for conducting lease negotiations, competitive bidding and business practices, and the processes for developing special purpose or build-to-suit facilities. 

The Environmental Services Section prepares and manages environmental documents (i.e., environmental impact reports and statements, etc.) as required by the California Environmental Quality Act and the National Environmental Policy Act on a broad range of projects such as institutional facilities, infrastructure improvements, environmental restoration, and regulatory programs.
The Seismic and Special Programs Section includes the administration of programs with a defined scope that respond to special programs or needs identified by statewide initiatives, the Legislature or the Governor.  The currently include: Seismic State Building Program and Local Government Grant Program; Emergency Response; Asbestos abatement; PCB remediation; Underground Tanks; American with Disabilities Act compliance; and General Environmental Engineering (External Toxics).
The Construction Services Section provides the full range of construction services for state public works projects located statewide.  The Construction Management and Inspection Unit is responsible for management, quality assurance, inspection and testing, code inspection, and after-contract Guarantee enforcement and dispute resolution.  The Direct Construction Unit provides construction labor for emergency responses, work unsuitable for bidding and work around secure facilities or sensitive working conditions.
d. Budget

PSB’s zero-based operating budget is $41 million.
6.  DEPARTMENTAL DATA
a.  Organizational Level
This position reports to the Deputy Director and Assistant Deputy Director, RESD, and is at the third organizational level.

b.  Department Size
There are approximately 4500 employees in the Department.

7. SELECTION DATA

a. Required Knowledge, Skills, and Abilities 

Knowledge of the organization and functions of California State government including the organization and practices of the Legislature and the Executive Branch; principles, practices and trends of public administration, organization and management; techniques of organizing and motivating groups; program development and evaluation; methods of administrative problem solving; principles and practices of policy formulation and development; personnel management; the manager’s role in labor relations; the manager’s responsibility for promoting equal opportunity in hiring and employee development and promotion and for maintaining a work environment which is free of discrimination and harassment; the goals and policies of the administration.

Ability to plan, organize and direct the work of multi-disciplinary professional and administrative staff; analyze administrative policies, organization, procedures and practices; integrate the activities of a diverse program to attain common goals; gain the confidence and support of top-level administrators and advise them on a wide range of administrative matters; develop cooperative working relationships with representatives of all levels of government, the public and the legislative and Executive branches; analyze complex problems and recommend an effective course of action; prepare and review reports; effectively promote equal opportunity in employment and maintain a work environment that is free of discrimination and harassment.

b. Desirable Qualifications
· Experience at the managerial level in leadership of a large, multi-functional organization working with professional and administrative staff.

· Experience at the managerial level applying the principles and practices of real estate management.

· Experience at the managerial level managing a variety of facilities planning, design, and development issues and strategies.

· Experience at the managerial level integrating the activities of a diverse program to attain common goals.

· Experience at the managerial level evaluating Branch and/or Divisional issues, considering overall implications, and developing policy recommendations.

· Experience at the managerial level applying project management practices and principles in a highly sensitive political environment.

· Experience at the managerial level in conflict resolution associated with disagreements between and/or among multiple stakeholders at various levels.

· Experience at the managerial level in an organization subject to California and Federal Government laws pertaining to environmental fire, life, safety and access compliance.

c.    Recruitment Base

Recruitment will be done on a service-wide basis.
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