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Classification Specification
	

	
	1502100

	
	PROPERTY SERVICES MANAGER



Class Summary

The responsibilities of this classification are to manage the leasing, selling and acquisition of real property for the County and to ensure that transactions are conducted at fair market value in the inventory and disposal of personal property, in accordance with applicable laws and codes.

Distinguishing Characteristics

This is a unique classification in that no other classification is responsible for countywide management of property services.

Examples of Duties (May vary by position)

1. Manages and provides leadership in the leasing, selling and acquisition of real property for the County and the inventory and disposal of personal property.

2. Manages the County’s general and parks capital improvement program and leads a team of project managers to deliver on projects.

3. Manages and coordinates matters related to the acquisition of real estate required by County government; supervises and negotiates for the leasing and rental of County-owned real estate and for the leasing of such real estate as is required for the use of County agencies.

4. Supervises negotiations with owners for the acquisition of real estate easements, rights-of-way, and other types of property rights; ensures that transactions are fully recorded.

5. Responsible for appraisals of real estate to be acquired by the County through purchase, condemnation or through legal action.

6. Oversees the preparation and execution of deeds, escrow documents and closing documents in the acquisition of property.

7. Manages the maintenance of inventories of all County-owned real and personal property; recommends use, sale or other disposal of property.

8. Overall responsibility for recommendations related to the issuing of franchises for water districts and utility companies.

9. Oversees issuance of permits for sewers, water lines, driveway connection, movement of buildings, and overweight and overwidth trucks.

10. Manages and provides leadership for division staff in work ethics, public services and professional development; manages the work of division staff; hires, trains, coaches, evaluates, disciplines and terminates staff as needed in accordance with personnel guidelines.

11. Develops and administers property services budget.
12. Develops legislation pertaining to division activities for submittal to the Executive, County Council and State Legislature.

13. Supervises administration of properties owned by the County through foreclosure.
14. Perform other duties as assigned.

Knowledge/Skills (May vary by position)

Knowledge of real property leasing, purchasing and acquisitions

Knowledge of real estate market trends and market analysis
Knowledge of long range planning for real property needs
Knowledge of financial management and budgeting
Knowledge of negotiation techniques
Knowledge of real property appraisal
Knowledge of inventory control and management
Knowledge of legal and technical terms and concepts related to real property contracts and acquisitions
Skill in effectively communicating work performance standards and monitoring and evaluating performance
Skill in providing leadership to multiple disciplines simultaneously
Skills in preparing and interpreting technical reports
Skill in working effectively with a diverse population
Skills in interpersonal relations, negotiation and dispute-resolution
Human resources management skills
Presentation skills
Oral and written communications skills
Decision-making skills
Licensing, Certification and Other Requirements

Some licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.

	FLSA Designation
	Exempt (Administrative)

	Levels within same series
	None

	Class History
	Created 
9/2002 

	
	Updated
1/2008 Changed font and format


Page 2
Property Services Manager
   
1/2008 Version


[image: image1.png]