12-10-93 CH EF REAL ESTATE OFFI CER, 1949

Summary of Duties: A Chief Real Estate Oficer plans,

organi zes, and directs, or assists in the planning and directing
of admnistrative and technical real estate enpl oyees involved
in admnistrative and technical real estate activities,
including the appraisal, acquisition, and di sposal of rea
property and rights of way; and directs rel ocation assistance
activities and the managenent of non-operating Gty properties.
In this class an enpl oyee assigns, reviews and eval uates the
wor k of subordi nates; applies sound supervisory principles and
techni ques in building and nmaintaining an effective work force;
fulfills affirmati ve action responsibilities; and does rel ated
wor k.

Di stingui shing Features: A Chief Real Estate (ficer is
responsi bl e to departnment managenent for carrying out its real
estate program qui ckly, economcally, and in conformance with
pertinent policies and legal restrictions. An enployee of this
class may be assigned full responsibility for establishing
appropriate operating policies and for the technical propriety
of real estate related work done on behalf of the Gty, or nay
be assigned as an assistant division head or section head.
Review of the work is largely through the results obtained. It
is frequently necessary for a Chief Real Estate Oficer to
justify recomrendati ons and actions of a departnent in |and
matters before both individuals and various public, private, and
civic agencies. Incunbents in the class of Chief Real Estate

G ficer as bona fide supervisors, are responsible for the
performance of the full range of supervisory activities
including: application of discipline, processing and resol ution
of grievances, and eval uation of perfornmance. Assignnents
nornmal |y are given verbally and in witing and results are
eval uat ed.

Exanpl es of Duties:
A Chief Real Estate Oficer:

Drects the operation of land natters includi ng apprai sing,
negoti ating for, purchasing, and disposing of real property
and rights of way, examning titles, and preparing and
executing the necessary docunents for such actions, and the
mai nt enance of land records and files.

Revi ews apprai sal requests from nanagenent to determ ne
appropriateness of conducting the appraisal.

Revi ews conpl eted appraisals for conpliance with Gty,
industry, and | egal requirenents.

Determ nes need to rel ease appraisals when the Gty is
selling property.

Meets with departnent nanagenent to provide input about
factors invol ved i n purchasing property.



Meets with Pl anning Departnment staff to di scuss obtaining
conditional use permt for property to be purchased.

Deci des how to react to problemsituations relating to | and
transacti ons such as toxic waste, divorced owners, etc.
Conducts the nore sensitive property purchase negoti ations
with the property owner and/or the owner's representative.
Revi ews staff prepared purchase negoti ation correspondence
to insure conformance w th departnent policy and ot her
appl i cabl e regul ati ons.

D scusses and decides with Gty Attorney on settl enent
proposals for reluctant sellers and presents proposal to
depart nent nanagenent .

Determnes if relocation assistance is appropriate when
Gty acquisition will cause displacenent, and directs staff
to assist in conpliance with necessary |egal requirenents.
Revi ews docunentation in land files relating to relocation
process for conpl eteness and conpliance with legal and Gty
requi renents.

Deci des whether to sell property by conpetitive bid or
direct sale by review ng background information fromthe
Pl anni ng Departnent and determining if the property neets
standard requirements such as access and ease of obtaining
bui I ding permts.

Monitors the conpetitive bid process to insure fairness and
to arbitrate problens that nay arise by review ng

adverti sements and observi ng public auctions conducted by
staff.

Det erm nes who shoul d be offered the opportunity to
purchase Gty property by direct sale.

Devel ops current fiscal year budgetary projections for
nmoney to be generated by property sales by review ng prior
budgets and anal yzing the current state of the real estate
mar ket .

Drects the preparation of the annual real estate budget.
Adm nisters a revolving fund for the paynment of expenses
incidental to |and acquisition.

D rects the nmanagenent of non-operational properties.
Negotiates with property owners for the settl enment of

| arger or nore inportant acquisitions and | eases.

Makes field investigations related to the review of |arger
of nore conpl ex appraisals of property.

Makes oral presentations to community groups and vari ous
governnental bodies to provide information on matters
relating to Gty real estate activities such as |and

pur chases or condemati ons.

Comuni cat es equal enpl oynent/affirmative action
information to enpl oyees.

Applies job-related criteria in selecting, orienting,

assi gning, training, counseling, evaluating, and

di sci pl i ni ng subordi nat es.

Assi sts enpl oyees in preparing for pronotion as descri bed
inthe Qty's Affirmative Action Program



May occasionally be assigned to other duties for training
pur poses or to neet technol ogi cal changes or energencies.

Qualifications: Incunbents nust have the follow ng know edges
and abilities:

A good know edge of:
Procedures and | egal requirenents involved in the
acqui sition, |ease, and disposal of real property and
rights of way.
Procedures for negotiating with owners of private property.
Legal procedures, practices, and policies that apply to the
Gty for the acquisition of rights of way, |eases,
easenents, relocations and fee purchases, sufficient to
review real estate actions for conpliance.
Essential provisions of legal instrunents affecting rea
property, such as State and Federal statutes and court
decisions relating to emnent domai n and condemati on of
subst andard dwel | i ngs.
Principles and nethods of appraising all types of real
estate.
Land title law sufficient to reviewtitle insurance
docunents and to identify and resol ve probl em situations
affecting the Qty's efforts to obtain title insurance for
a property.
Factors and trends affecting | and and buil di ng val ues and
costs.
Practices of property nmanagenent particularly as they apply
to the renting and | easing of real property.
California laws and Gty Charter provisions governing
procedures in condemation actions sufficient to direct and
noni tor such activities for conpliance.
Equal Enpl oynent pportunity and sexual harassnent policies
sufficient to detect and correct offensive behavior.
Ef fective safety principles and practi ces.
Supervisory principles and practices including: planning,
del egating, and controlling the work of subordi nates.
Techni ques of training, instructing, and eval uating
subor di nat e wor k perfornance.
Techni ques for counseling, disciplining, and notivating
subor di nat e personnel .
Procedures for grievance handling.
Supervisory responsi bility for Equal Enpl oynent
Qoportunity/ Affirmative Action as set forth in the Gty's
Affirmative Action Program

A wor ki ng knowl edge of:
California laws and Gty Charter provisions governing
condemmation actions affecting real property.
Principles and practices of public admnistration.
Menor anda of Understanding as they apply to subordinate
per sonnel .



A general know edge of:
Gty personnel rules, policies and procedures.

The ability to:
Interpret property descriptions, |egal docunents,

survey

maps, engineering plans, and circunstances relating to
appraisals as they relate to real property sufficient to
make assignnents to staff, detect potential problens, and

revi ew conpl et ed work.

Interact tactfully and effectively w th governnental

officials, other enployees, and the public.

Wite clear and conci se reports and correspondence.

Negoti ate successfully with property owners, elected
officials, and clients sufficient to acconplish real estate
transacti ons such as acquisitions, rentals, and disposal.

Pl an, organize, direct, and review the work of enpl oyees
engaged in the acquisition, disposal, and nanagenent of

real property.

Establi sh and maintain a work environnent to enhance both

enpl oyee noral e and productivity.

The physical ability to:

Comuni cate effectively wi th subordi nates, supervisors,
elected officials, the public, and others for the purpose
of insuring proper and tinely conpletion of assigned work,
eval uati ng enpl oyee perfornmance, sel ecting new enpl oyees,
training, resolving conflicts, conducting and/ or providing
information at neetings, and other job-related activities;
Efficiently obtain, interpret, and mani pul ate infornation

stored in nai nframe and personal conputers;

Efficiently review, edit, and interpret witten reports,
correspondence, and ot her docunents prepared personally or

by ot hers;

Efficiently reviewand interpret a large daily vol unme of
correspondence, reports, maps, files, |legal docunents
related to real estate transactions, books, and ot her

docunent s;

Efficiently inspect sites of real estate transactions;

Use a tel ephone to obtain and inpart information;

Persons with disabilities may be able to performthe essenti al
duties of this class with reasonabl e accommodati on. Reasonabl e
accomodation will be evaluated on an individual basis and
depend, in part, on the specific requirenents for the job, the
[imtations related to the disability, and the ability of the
hiring departnment to reasonably accommodate the limtations.

M ni nrum Requi renents: Three years of real estate experience in a
class at the Tevel of Senior Real Estate Oficer which includes
experience in two or nore of the follow ng areas: appraising

the market value of real property including |and and
i nprovenents as is used in emnent domai n proceedi ngs;



negoti ating for the acquisition, sale or rental of comrercial,
residential, and industrial real property or rights; rea
property managenent; right of way work; and/or relocation
assistance is required for Chief Real Estate (ficer.

Appoi ntrment to positions in this class are subject to a one year
probationary period as provided in Section 109 of the Gty
Charter.

License: Awvalid California driver's |license may be required.

Fair Labor Standards Act Status:
AT of the positions 1n this class qualify for an executive

exenption fromthe mni nrumwage and overtine requirenents of the
Fair Labor Standards Act.

As provided in CGvil Service Comm ssion Rule 2.5 and
Section 4.55 of the Adm nistrative Code, this specification
is descriptive, explanatory and not restrictive. It is not
intended to declare what all of the duties,
responsibilities, and required qualifications of any
position shall be.



