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CONTRA COSTA WATER DISTRICT

REAL PROPERTY AGENT

DEFINITION

To perform specialized duties in real estate and right-of-way administration, including negotiation and acquisition of land rights for District facilities and programs; to manage District property; program review/oversight responsibility for the District's Canal Patrol and Land Use functions; and to coordinate the activities of contract consultants engaged in property related services. 

DISTINGUISHING CHARACTERISTICS 

This classification is distinguished by its specialization in real property and right-of-way acquisition and management issues. Incumbents both manage the land and right-of-way acquisition process, encroachment, and canal safety issues, and perform staff activities necessary to achieve desired results. 

SUPERVISION RECEIVED AND EXERCISED 

Receives general direction from management staff. 

Exercises direct supervision of consultants and assigned staff. 

EXAMPLES OF DUTIES -Duties may include, but are not limited to, the following: 

Develop, revise, and coordinate a plan for ensuring property rights are acquired within the time frames required by the District projects and programs. 

Arrange for and manage the work of contract consultants engaged for property related services including appraisals, surveying, and expert testimony. 

Review narrative appraisal reports and title reports. 

Collect, research, and analyze data related to property value, site locations, title clearance, and acquisition and disposition of property rights. 

Negotiate price and terms with property owner, public agencies and utility companies for acquisition of property rights; prepare and process legal documents needed to transfer title; coordinate with Title Company and County Recorder as required. 

Provide support to legal counsel for eminent domain litigation cases including file research, preparation of exhibits and reports, and attendance at legal conferences.

Coordinate activities with District departments to resolve questions and issues and serve as a resource for property information. 

Plan, prioritize, assign, supervise, and review the work of staff involved in related functions. 

Prepare and maintain an inventory and database of District property to facilitate management and control of assets. Use a personal computer to enter, maintain, and analyze data, and prepare reports and correspondence. 

Performs certain administrative staff functions in support of the land acquisition program such as budgeting, scheduling, resource allocation, identification of issues and constraints, and reporting on status or completion of work activities. 

Review applications and requests for use of District owned property. 

Prepare grant deeds and other required documentation for conveyance of District property rights to others in the form of fee title, easements, license agreements, joint use agreements, etc. 

Build and maintain positive working relationships with co-workers, other District employees, and the public, using the principles of good customer service. 

Performs related duties as assigned. 

MINIMUM OUALIFICATIONS 

Knowledge of: 

Principles and practices of appraising and negotiating for real property, property rights or leased property. 

Laws, policies, legal procedures and rules for the acquisition of real property for public use purposes. 

Word processing, spreadsheet, database, and other computer applications related to real property applications. 

Ability to: 

Read, and interpret real estate documents; engineering plans, maps and specifications; deeds, leases, contracts, and applicable regulations. 

Ability to analyze complex situations accurately and adopt or recommend an effective course of action. 

Ability to negotiate real estate transactions. 

Work effectively as a member of a team and coordinate program activities with other District staff, consultants, and representatives of other governmental agencies. 

Communicate effectively, both orally and in writing. 

Prepare clear and concise written reports and correspondence. 

Provide technical and functional supervision to other staff. 

Establish and maintain effective working relationships with those contacted in the course of work. 

Experience and Training 

Any combination of experience and training that would provide the required knowledge and abilities is qualifying. A typical way to obtain the knowledge and abilities would be: 

Experience: 

Minimum of four years of experience in appraising and negotiating for the acquisition of real property and / or negotiating for leasing and management of properties for governmental or public utility use. 

Training: 

Possession of a Bachelors Degree from an accredited college or university with major course work in business or public administration or a related field. Such training should have included or been supplemented by course work in real estate appraisal, acquisition, economics, law, and property management. 

License or Certificate: 

Possession of, or ability to obtain, a valid California driver's license. Possession of a California Real Estate License desirable. 
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