REAL ESTATE OFFI CER, 1960
8-16-91 SENI OR REAL ESTATE OFFI CER, 1961

Summary of Duties: Negotiates for the acquisition, rental, or sale of
real property rights; makes val uation appraisals of real property to
be acquired, sold, or |leased by the Gty; apprai ses damages and

speci al benefits to private and public property resulting from
proposed public inprovenents or public utility installations; manages
G ty-owned real property; conducts relocation studies and rel ocates
peopl e; or supervises and personally perforns the nore difficult real
estate work; and does rel ated work.

Di stingui shing Features: Enployees of both classes are required to
exer ci se consi derabl e techni cal judgnent in conducting negotiations
and i nvestigations, managi ng property, working wth displ aced
famlies, and preparing or review ng reports. In performng such
wor k, established policies, regulations, Gty and State | aws, and

| egal precedents are followed. Assignnents are given in terns of
general objectives and are revi ewed based on the results obtai ned.

A Real Estate Oficer is involved in noderately difficult assignnents
i ncl udi ng negotiations for and managenent of real property, assisting

di spossessed famlies in finding suitable dwellings, and determnation
of the market val ue and severance damages resulting fromparti al

taking of property or inprovenents.

A Senior Real Estate Oficer is responsible for assigning and
review ng the work of subordinate enpl oyees and nay personally perform
the nore difficult assignnents. Incunbents in the class of Senior

Real Estate Oficer, 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,
eval uation of performance and approval of tine off requests.

Exanpl es of Duti es:
Real Estate O ficer:

Conducts negotiations with property owners or their agents for the
purchase or voluntary dedi cation of property for public inprovenents
including public and utility buildings, street opening and w deni ng,
sanitary sewers and stormdrains, transmssion |ines, water nmains, and
reservoirs.

Secures execution of necessary |legal instrunents.

Determ nes the market value of real property, including urban and
rural |and, buildings, |easeholds, and right-of-way by making

apprai sal s and gathering and anal yzi ng i nfornati on.

Makes prelimnary evaluations for site selection.

Anal yzes environnental inpact reports to estinate their effect on
property val ues.

Reads and interprets maps, plans, and profiles of proposed public

i nprovenents in appraising and negotiating for property rights



requi red, including severance damages resulting frompartial takings
of | and and i nprovenents.

Prepares reports and ordi nances for consideration of the boards of
Gty departnments or the Gty Council relative to acquisition,
condemmation, |leasing, or sale of surplus Gty owned property.
Arranges for advertising of Gty property to be sold or |eased.
Processes the acquisition for public use of tax deeded property and
negoti ates with previous owers to clear the title.

Appr ai ses properties owed by the Gty for rental and sal es val ue.
ot ai ns adequat e and reasonably conpl ete data and val uati on

i nformation about each property to be apprai sed and about its |ocale
fromthe records of public and quasi public offices.

Visits and inspects subject and conparabl e properties and consults
with property owners and real estate brokers to obtain valuation data.
Secures and anal yzes data on the construction costs of inprovenents.
Determ nes rates of depreciation.

Conpl i es data and nmakes conputations relative to property val ues.
May prepare sketches for court actions.

Takes still photographs of a property before and after inprovenent.
Wites detail ed appraisal reports.

Confers with, and assists staff attorneys in the preparation for trial
in condemati on cases.

May be called upon to give expert testinmony in court condemnation
cases.

May assi st contract appraisers by supplying themw th factual data,
maps, records, and phot ographs.

Manages Gty property including rental, |ease, maintenance, and

enf orcenment of coll ections.

Makes periodic field inspections of property to examne its condition
and determne the need for rental reeval uation.

Prepares agreenents for rental or |ease of Gty owned property or
private property for Gty use.

Prepares and serves notice to vacate Gty | eased properties or newy
pur chased properti es.

May prepare policies and procedures for concessionaire agreenents,

| eases, and rentals.

May confer with various Gty, Council and State planning agencies to
determ ne conpliance requirenents for proposed public installations.
May prepare and process applications for zone variances, changes, or
conditional uses and nay represent the Gty or a departnment at zoning
heari ngs.

May manage Gty concessions, including the preparation of bid
docunent s, issuance of concession provisions, and collection of
concession fees.

Interviews famlies living in condemmed dwel | i ngs and | ocat es

repl acenent housi ng.

| nspects residences in order to | ocate suitabl e repl acenent dwellings.
Gathers informati on on avail abl e | ow cost housi ng.

Serves sumons.

Answer s questions on condemnation activities.

Meets w th hormeowner organi zati ons to resol ve housi ng probl ens.
Senior Real Estate Oficer:



Supervi ses and works with a group of enpl oyees engaged in negotiating
with owners for the purchase, rental, |ease, or voluntary dedication
of real property property rights, buildings, and facilities required
for Aty use.

Supervi ses and works with enpl oyees engaged i n nmaki ng property

appr ai sal s.

Supervi ses and works w th enpl oyees engaged in nmanagenent of Gty
property not required for imedi ate use.

Supervi ses and works with a group of enpl oyees engaged in rel ocation
assi st ance work.

Supervi ses and works w th enpl oyees engaged in zoni ng cl earances and
tract and parcel nmap processing.

Personal | y conducts the nore difficult acquisition negotiations.
Secures execution of necessary |legal instrunents.

Answers public inquiries regarding Gty property.

Supervi ses or personally processes quitclai mdeeds.

Supervi ses technical and clerical enpl oyees engaged in maintaining
maps, and preparing rental agreenents and reports. Trai ns subordi nate
enpl oyees in various types of real state work.

Reviews prelimnary title reports and directs the preparation of
docunents or procedures necessary to clear title to property being
acquired for Aty use.

Reviews policies of title for sufficiency and conpliance with Gty
requi renents.

Revi ews and approves appraisal reports as to form nmethods enpl oyed,
and t hor oughness.

D scusses wi th subordinates the progress of and the procedures and
probl ens involved in the preparation of appraisals.

May inspect the property involved or secure additional data as a check
on an apprai sal opi ni on.

Appr ai ses property where difficult problens are encountered.

Wrks with appraisers in investigating and reporting on property
valuations to be offered as testinony in litigation such as

i njunctions, damage actions, and condemmati on proceedi ngs.

May propose | ease, rental and concessionaire agreenents, policies, and
pr ocedur es.

Revi ews and approves correspondence and docunents prepared by
subor di nat es.

Reconmmends new procedures for apprai sal groups.

Consul ts wi th enpl oyees engaged in negotiating and acquiring real
property.

Keeps records and nmakes reports.

Comuni cat es equal enploynent/affirmative action information to

enpl oyees.

Applies job related criteria in selecting, orienting, assigning,

trai ning, counseling, evaluating and disciplining subordinates.

Assi sts enpl oyees in preparing for pronotion as described in the
Gty's Affirmative Action Program

Both O asses: My be occasional ly assigned other duties for training
pur poses or to neet technol ogi cal changes or energencies.



Qualifications: Incunbents nust have the foll ow ng know edges and
abilities:

Knowl edges of: Real Estate Oficer Sr. Real Estate Oficer
Met hods and pri nci pl es of

negoti ation for the acquisition,

sale, and | ease of real property. Good Good

Legal instrunents, and
procedures involved in rea
property conveyances. Good Good

Principles and net hods of
real property nanagenent. Wr ki ng Good

Principles and net hods of

appraising all types of rea

property, including determ ning

mar ket val ue, rental val ue,

sever ance danages, and speci al

damages and benefits resulting

fromthe construction of public

i nprovenents and public

utility facilities. Wr ki ng Good

Sour ces, significance, and
interpretation of information
useful in the appraisal of real
property, including |egal
descriptions and property naps. V¥r ki ng Good

Rel ocati on processes
and procedures. Wr ki ng Good

Legal descriptions as they
apply to real property. Wr ki ng Good

Negotiating and title problens

i nvol ved in the purchases,

| easi ng, and renting of

real property. Wr ki ng Good

Supervi sory principles and

practi ces including planning,

del egating and controlling

t he work of subordi nates. Good

The techniques for training,
instruction and eval uation
of subordi nate work perfornance. Good



The techni ques for counseling,
di sci plining and notivati ng
subor di nat e personnel . Good

The procedures for
gri evance handl i ng. Good

Supervisory responsibility
for EEQ AA as set forth in
the Gty's Affirmative

Action Program Good
Safety principles and practi ces. Good
Gty personnel rules, policies
and procedures. Wr ki ng
Menor anda of Under st andi ng
as they apply to subordinate personnel. Cener al
Ability to: Real Estate O ficer Sr. Real Estate Oficer

Prepare clear and conci se
witten reports. X X

Read and interpret maps
and | egal docunents of
real property. X X

Make effective oral
presentations to individuals
and groups. X X

Deal tactfully and effectively

with officials, property

owners, enpl oyees, and

the public. X X

Apply sound supervi sory

princi pl es and techni ques. X
Ful fill supervisory affirmative

action responsibilities as indicated

inthe Qty's Affirmative Action Program X

Mai ntain a work environnment to
enhance bot h enpl oyee nor al
and productivity. X

M ni nrum Requi renent s:



Real Estate Oficer:
1. Qaduation froma recogni zed four*year college or university; an

2. Two years of experience in one or nore of the foll ow ng areas:

a) negotiating for the acquisition, sale or rental of comrercial and
residential, or industrial real property including both | and and

I nprovenent s.

b) appraising the market value of real property including both | and
and i nprovenents.

c) providing relocation assistance to tenants or property owners.

d) nanagi ng comrercial or industrial real property; or

3. Three years of experience as a Real Estate Trainee with the Gty
of Los Angel es.

Candi dat es nmay substitute experience for education on a year for
year basis.

Senior Real Estate Oficer: Two years of professional real estate
experience as a Real Estate Oficer or in a class at that |evel which
provi des experience in: negotiating for the acquisition, sale, or
rental of comercial, residential and industrial real property or
property rights; managi ng comercial, residential, or industrial real
property; appraising the nmarket value of real property including |and,
i nprovenents, severance damages, and the costs of cures resulting from
partial takings, as is used in emnent donmai n proceedi ngs; or
assisting famlies in finding replacenment dwellings.

Li cense:

Both classes: Awvalid California driver's |license and a good dri ving
record may be required.

Physi cal Requirenents:

Both classes: Strength to performaverage lifting of less than 5
pounds and occasionally over 15 pounds; good hearing and speaki ng
ability; and good eyesight.

Those with nmedical limtations nmay be able to performthe duties of
sone positions w th reasonabl e accommodati on. The decision to
accommodat e soneone's limtations will be made on an individual basis
and depends on the types of limtations, what the hiring departnent
can reasonably do to accommodate them and the specific qualifications
for the job.

As provided in Cvil Service Comm ssion Rule 2.5 and Section 4.55 of
the Adm nistrative Code, this specification is descriptive,

expl anatory and not restrictive. It is not intended to decl are what
all of the duties and responsibilities of any position shall be.



