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Class specifications are intended to present a descriptive list of  the range of duties performed by employees in the class. Specifications are not intended to reflect all duties performed within the job.

DEFINITION

Under supervision, learns real property appraisal, acquisition, relocation, development, disposition, and management procedures; processes dedications of property for BART use; collects and organizes data used for property appraisal; compiles surveys and comparative market data; and performs related duties as assigned.

CLASS CHARACTERISTICS

Real  Estate Technician is a sub-professional class in the Real Estate Services   Department.  Incumbents assist Real Estate Officers, Senior Real Estate Officers and Managers by completing routine work involved in property appraisal, acquisition, relocation, development, disposition, and management of property rights.

This class is distinguished from the professional Real Estate Officer and Senior Real Estate Officer by the latter's responsibility for making appraisals and independently negotiating for the acquisition, development, disposition and management of property rights.

EXAMPLES OF DUTIES - Duties may include, but are not limited to, the following:
1. Verifies information concerning property appraisal, acquisitions, leasing and development opportunities. 

2. Serves or posts notices concerning property acquisition, leasing and eminent domain proceedings.  

3. Obtains information such as property titles, ownership, realty sales, land uses and zoning by investigation of records in Community Development, Assessor, Clerk-Recorder and private Real Estate and Appraisal Offices.  

4. Sets up and organizes property folders used for leases, estimates, appraisals, sale and rentals. 

5. Makes routine contacts with representatives who are negotiating with the District regarding property sale, rental or lease, assists professional staff  in completing transactions by handling the simpler phase of escrow and payment processing, recording of deeds and other property instruments, distribution of documents and approval procedures.  
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6. Prepares marketing material and solicitations for property offers to private sector in concert with local jurisdictions. 

7. Assists in the evaluation of development proposals. 

8. Reviews local jurisdictions, zoning regulations and guidelines to assess compatibility with transit oriented development (TOD) and works with local jurisdictions to effect change in support of TOD.  

9. Learns real property practices and procedures  by handling a variety of assignments such as:  dedications, disposal of land remnants, rights of entry, rentals, property inventory and maintenance of files and records, including database entry and maintenance.  

QUALIFICATIONS

Knowledge of:
Basic principles and practices of real property acquisition, valuation, and disposal.  

Basic principles and practices of real property development and leasing.  

Basic title and escrow procedures.  

Basic business and residential relocation procedures.

Skill in: 
Learning and understanding diverse technical and legal material relating to real property acquisition, valuation, management and disposition. 

Preparing technical material and reports in a clear and concise manner. 

Performing basic mathematical computations such as interest payment and area calculations. 

Learning computer applications relating to real property use. 

Communicating effectively with people in situations involving technical concepts and requiring instructions regarding real property transactions including relocation of business and residential occupants.

MINIMUM QUALIFICATIONS

Education:
Possession of a high school diploma, GED, or recognized equivalent.

Experience:
Four (4) years of (full-time equivalent) verifiable general clerical office assistant experience, or real estate office experience.

WORKING CONDITIONS

Environmental Conditions:

Office environment; exposure to computer screens.
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Physical Conditions:

May require maintaining physical condition necessary for sitting for prolonged periods of time.
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