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REAL ESTATE TRAI NEE, 1937
Summary of Duties : Assists technical real estate enpl oyees engaged in

apprai sing, negotiating, and managi ng real property, title exam ning,
and rel ocati on assi stance; and does rel ated work.

D stinguishing Features : Real Estate Trainees performa variety of
real estate duties while receiving on-the-job training under the close
supervi sion of technical real estate enployees. An enployee of this
class follows well established policies and procedures.

The class of Real Estate Trainee is distinguished fromother real
estate classes in that Real Estate Trainees do not nornally exercise
i ndependent judgnent while perform ng paraprofessional real estate
duties such as assisting in routine negotiations, performng field

i nspections, processing unconplicated | ease renewal s, and perform ng
routine title searches.

Real Estate Trainee is a tenporary training class which provides an
opportunity for enpl oyees wth consi derabl e experience in the

nont echni cal aspects of real estate activities to develop the skills,
know edges, and abilities necessary to qualify for pronotion into
regul ar real estate technical classes. Enploynment as a Real Estate
Trainee is limted to five years during which tine the i ncunbent is
expected to qualify for pronotion

Exanples of Duties : Assists in the less difficult negotiations

invol ving the acquisition, disposal, or rental of real property or

real property rights such as nomnal fees, voluntary dedi cations,
right-of-way permts, crossing and |icense agreenents, and easenents;
assists in admnistering | ease prograns by performng field

i nspections, conpiling and anal yzi ng | ease records, and determ ni ng
conpliance with | ease agreenents and departnent policies; assists in
the routine property managenent activities involving tenant |iaison
and conpl aint resolution; assists in relocating occupants of condemed
or Gty acquired buildings by obtaining conparable |istings, serving
sumons, interview ng occupants, inspecting dwellings, and | ocating
repl acenent housi ng; gathers appraisal infornation; assists in routine
title searches; obtains agreenents fromproperty owners where
negoti ati ons have been conpl eted; prepares routine reports; assists in
reviewing tax bills for accuracy prior to paynent, and may
occasionally be assigned to other duties for training purposes or to
meet technol ogi cal changes or energenci es.

Qualifications : Wrking know edge of the sources of |ow cost and
subsi di zed housi ng; wor ki ng know edge of rel ocation processes

andpr ocedures; general know edge of the principles and nethods of real
property nmanagenent; general know edge of the principles and net hods
of appraising all types of real property, including determning narket




val ue, rental val ue, severance danages, and speci al danages and
benefits resulting fromthe construction of public inprovenents and
public utility facilities; general know edge of engi neering naps,

pl ans, and profile to determne the effects of proposed inprovenents
and facilities on private property, general know edge of statutes,
court decisions, and Gty Charter provisions governing the
acquisition, sale, |ease, and managenent of Gty property or property
used by the Gty as they relate to such things as em nent donain,
condemat i ons of substandard dwellings, real property title,
interests, and | easehol ds; general know edge of nethods and pri ncipl es
of negotiation for the acquisition and sale of surplus real property;
general know edge of |egal descriptions of real property; general
know edge of instruments, nethods, and procedures of real property
conveyances; general know edge of the uses and organi zations of
records affecting land titles kept by public agencies and title
conpanies; ability to gather and anal yze rel evant data and to prepare
clear, accurate, and conprehensive reports; ability to read and
interpret |egal and engineering docunents applicable to real estate
apprai sal, negotiations, relocation assistance, and property
managenent; ability to deal tactfully and effectively with officials,
property owners, enployees, and the public; ability to conduct field
i nvestigations and surveys; and the ability to nmake effective ora
presentati ons.

(ne year of experience in a class at least at the |evel of Principa
Aerk and performng duties related to real estate activities such as
escrow, title exam ning, appraising, relocation assistance, property
managenent, negotiation, |ease admnistration, or mai ntenance of | and
records; or three years of experience in a class at |east at the |evel
of Senior derk performng duties as indicated above.

License: Awvalid California driver's |license and a good driving
record is required.

Physical Requirenents : Strength to performaverage lifting up to 5
pounds and occasionally over 15 pounds; good speaki ng and heari ng
ability; and good eyesight.

Persons with nedical limtations nmay, wth reasonabl e accomodati ons,
be capabl e of performng the duties of some of the positions in this
class. Such determ nation nust be nade on an individual basis in
[ight of the person's limtations, the requirenments of the position,
and the appointing authority's ability to effect reasonabl e
accomodations to the person's limtations.

As provided in GQvil Service Coomssion Rule 2.5 and Section 4.55
of the Admnistrative Code, this specification is descriptive,
expl anatory and not restrictive. It is not intended to declare
what all of the duties and responsibilities of any position shal
be.



