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Classification Specification
	

	
	2634100

	
	REAL PROPERTY AGENT I



Class Summary

The responsibilities of this entry level, professional classification include performing a variety of basic real estate and property management research and technical support services such as valuation, acquisition, title examination, permitting, leasing and sales, as well as administrative tasks and duties. Positions at this level may also perform building and land use review and process and issue common right-of-way construction permits, overlegal permits, special use permits, or utility permits. Incumbents accept or reject applications, research records, provide information to the public, calculate and collect fees/payments, and read/interpret maps, plans and legal descriptions. 

Distinguishing Characteristics

This is the first level within a five-level classification series. This classification is distinguished from the Real Property Agent II in that incumbents work under close supervision and within established guidelines and procedures; complete specific or routine projects; provide basic, technical analyses and research; and maintain records, databases, maps and other information systems. Positions at this level may also perform preliminary reviews of applications and assess their technical complexities, involving frequent public contact to explain the permit processes and applicable codes. Positions may assist in the tracking of permits from multiple state and federal agencies and/or across multiple jurisdictions.

The Real Property Agent II works independently or on project teams in appraisal, title, property sales, negotiation, relocation or manages permits for large capital projects. 

The Real Property Agent series is distinguished from the Permit Review series in that employees working in the Permit Review series (at any level) review and issue a variety of building and land use permits for privately owned property, while the Real Property Agent series addresses building and land use issues for County owned fee property and road right-of-way in unincorporated King County.

Examples of Duties (May vary by position)

1. Compile and review real property records from a variety of sources, including deeds, easements, permits and appraisals, to identify ownership and other parties of interest, encumbrances, zoning and other property information; compile information for use by others.

2. Prepare and assemble documents for acquisition, relocation, permit issuance and leasing; maintain property owner/tenant contact records.

3. Provide information and interpretations on land use issues or code requirements to individuals by fax, phone, letter or in person.

4. Calculate and collect fees and mitigation payments and explain if necessary.

5. Review overall permit package for completeness and route accepted applications to appropriate review area.

6. Prepare/draft legal descriptions, simple property sketches and legal documents as needed for acquisitions, leasing, etc.

7. Estimate fair market value under the direction and review of others.

8. Review and maintain records, maps, reports, various documents, databases and files.

9. Perform administrative functions such as writing memos, tracking projects, drafting status reports and processing routine bills for payment.

10. Research and prepare permit applications and submit to permit authorities; research permit histories.

11. Conduct field inspections for valuation, property management and acquisition purposes.

12. Accept or reject permit applications from the general public and categorize by types.

13. Research records to ensure compliance with existing ordinances and codes.
14. Perform other duties as assigned.
Knowledge/Skills (May vary by position)

Knowledge of basic appraisal techniques
Knowledge of real estate laws and principles
General knowledge of office practices and procedures
Some knowledge of market data services
Basic knowledge of lease and rental agreement concepts including the Washington State Landlord Tenant Act

Basic knowledge of building construction, types and amenities
Basic knowledge of financial concepts

Skill in oral and written communications 
Skill in research and data analysis 
Skill in mathematics 
Skill in problem solving and analytical 
Skill in interpersonal relationships
Skill in reading maps, surveys, legal descriptions, building construction plans, engineering drawings, specifications and blue prints
Skill in understanding applicable federal, state and local codes, regulations, policies and procedures

Skill in the use of personal computers including word processing, spreadsheet and database management software
Licensing, Certification and Other Requirements

Some positions may require Washington State Driver’s License.
Some licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.

	FLSA Designation
	Non-Exempt

	Levels within same series
	Real Property Agent I, II, III, IV and Supervisor
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