1-13-89 PROPERTY MANACGER 1964

Summary of Duti es: Plans and directs, or assists in planning and
directing a conprehensive programof real property acquisition,

| easi ng, devel opnent, apprai sal and nanagenent in a departnent; and
does rel ated wor k.

D sti ngui shi ng Features: A property Manager is responsible for

pl anni ng and establishing real property prograns, and for the
technical propriety of real estate transactions. Assignnents are
received in terns of directives and policy statenments and the work is
reviewed in terns of overall effectiveness. The work requires the
establ i shment of procedures and the negotiation of agreenents with a
variety of property owners, tenants, |egal representatives, and
various governnental jurisdictions.

Exanpl es of Duties: Makes anal yti cal studies and recommrendati ons
concerning all departnent real estate activities; devel ops and
adm ni sters a conprehensi ve programof real property appraisal,
acquisition, rental, and sale; establishes work procedures and
conducts difficult negotiations with property owners, brokers and
agents of utilities and other conpanies, commercial enterprises such
as air, surface or water transportation lines, and vari ous
governnental jurisdictions for the use, acquisition, leasing rental,
and sale of land, facilities, rights of way, and other interests;
apprai ses and forecasts the value of property contenpl ated for
acquisition, lease, rental, or sale; inspects land, facilities, and
i nprovenents and secures and anal yzes data on costs of buil dings and
other structures; determnes rates of depreciation and obsol escence to
apply in val uations;

Mai ntains inventories of real estate and the current status of al

uses and | eases of departnment property; devel ops a naster plan for the
maxi mumutilization of all departnment properties, including a program
for attracting the nost desirable tenants and i ndustry; reviews
financial capability of existing and prospective tenants; devel ops a
programto yield appropriate economc returns from properties;
consults with attorneys in preparing drafts of |eases and agreenents;
recomends standards of construction and nakes recommendati ons
regarding facilities to be erected by | easeholders with a view toward
their residual val ue upon conpl etion of |easehol ds;

Recommends new or expanded activities to attract tenants and | essees;
prepares brochures and nakes contacts to secure tenants and | essees
for property available for |ease; coordinates | and nanagenent natters
with tenants and | essees; checks to see that tenants conformto | ease
provi sions concerning use of departnent property and facilities,

i nsurance, and dates of ratereadjustnent and | ease term nati on;
consults with | essees and tenants regardi ng probl ens and assists in
solving the probl ens; makes recommrendati ons on readjustnent of |and
and facility rentals and | eases; makes recommendati ons on zoni ng and
rezoni ng of department and contiguous property; advi ses nanagenent on



matters concerning the evaluation of departnent property; supervises
a professional staff, including the interview ng, selection, training
and di sci pline of enployees; prepares and adm ni sters a budget, which
may i nclude mai ntenance and repair work; and nay have responsibility
for concessi ons;

Enpl oyees in this class may occasionally be assigned to other duties
for training purposes or to nmeet technol ogi cal changes or energenci es.

Qualifications: A good know edge of the statutes, ordi nances, and
ot her legal provisions governing the acquisition, |ease, rental, sale
and managenent of nunicipal real property; a good know edge of the

| aws, procedures and instrunents involved in the transfer, rental or

| ease of real property; a good know edge of the practices and
procedures involved in appraising real property for public use and in
negoti ating for property interests; a good know edge of the values and
costs of land and buildings and their trends in and held by the Gty
of Los Angeles; the ability to apply sound supervisory and

adm ni strative principles and practices, including |abor relations,
affirmative action and equal enpl oynent opportunity concepts and the
ability to communicate effectively orally and in witing.

Two years of experience in a position at the |level of Senior Rea
Estate Oficer performng duties in the appraisal, acquisition,
devel opnent, |easing or nmanagenent of commercial or industrial
property; or four years of experience in a position at the |evel of
Real Estate Oficer performng duties in the appraisal, acquisition,
devel opnment or managenent of commercial or industrial property is
required.

Physi cal Requirenents: Strength to performlifting up to 5 pounds and
occasional |l y over 15 pounds; good working and hearing ability and good
eyesi ght .

Persons with certain handi caps nay be capabl e of performng the duties
of sone of the positions in this class. Such determnation nust be
made by the Medical Examner on an individual basis.

As provided in Gvil Service Commssion Rules 2.5
and Section 4.55 of the Admnistrative Code, this
specification is descriptive, explanatory and not
restrictive. It is not intended to decl are what
the duties and responsibilities of any position
shal | be.



