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DEFINITION

Under general supervision, performs professional level work related to the appraisal, acquisition, management, transfer, sale and disposal of real property; performs related work as assigned.

CLASS CHARACTERISTICS

This is the journey level professional classification, fully competent to perform a variety of real property related transactions.  This class is distinguished from Senior Real Estate Officer in that the latter is responsible for performing more complex and larger scale real estate activities in addition to providing direction to Real Estate Officer on a lead or project basis.

EXAMPLES OF DUTIES:

1. Prepares legal descriptions for property sales, leases or transfers.

2. Assists in the negotiation, coordination and administration of consultant contracts for property appraisal, acquisition and survey.

3. Provides direction and review of consultant work. 

4. Serves as expert witness for and prepares court evidence for condemnation and inverse condemnation matters.

5. Negotiates contract terms relating to real property transactions with public agencies, businesses and private parties including special entrance agreements for businesses and retailers.

6. Contracts for and coordinates surveying or mapping of properties intended for purchase; composes letters of offer; meets with property owners to present appraisal and formal purchase offer; obtains deeds and purchase contracts from property owners; initiates condemnation court orders if sale agreement cannot be secured; researches titles to determine legal ownership.

7. Coordinates relocation of displaced property owners in accordance with applicable laws; coordinates real estate activities with Legal Department to ensure compliance with legal guidelines.

8. Reviews development plans for facilities on or near District properties; negotiates the terms and conditions of concessionaire permits; reviews and makes recommendations to District management regarding concession proposals; prepares detailed specifications and requests for proposal on concessionaire contracts.

9. Prepares rental and lease agreements; provides and negotiates repairs and maintenance for leased properties.

10. Maintains and updates District inventory of surplus land parcels. 

11. Performs studies regarding vacant or occupied properties for future purchase.

12. Receives and reviews applications and plans for permits from public utilities and 

      others requesting construction approval.

13. Arranges and publicizes public auctions of property parcels and conducts sealed 

bid sales; monitors building moves and demolition activities for compliance with District regulations.

QUALIFICATIONS

Knowledge of: 

Principles and practices of real property acquisition and disposal management; principles and practices of right of way and condemnation; agencies regulating ownership and control of real property; real estate law and land ownership transaction procedures and instruments; methods of obtaining fair market value appraisals.

Skill in: 

Preparing and reviewing legal descriptions of property, agreements, contracts and other property related documents; negotiating real estate contract terms and conditions; performing financial analysis to determine District benefits in real estate considerations; analyzing, interpreting, explaining and applying technical policies, procedures, codes, statutes, descriptions and documents; making sound independent decisions within established guidelines; maintaining organized and accurate records; preparing clear, concise and complete reports, contracts and written correspondence; establishing and maintaining effective working relationships with those contacted in the course of the work. 

Other Requirements: 

Must possess a valid California driver's license and have a satisfactory driving record.

A typical way of gaining the knowledge and skills outlined above is:

Any combination of college and experience equivalent to graduation from a four year college with major course work in real estate, business or public administration or a closely related field in addition to two years experience in the acquisition, appraisal, disposal or management of real property; experience in a public agency setting is desirable; additional experience as outlined above may be substituted for the education; graduation from a four‑year college is preferred.
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