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CONTRA COSTA WATER DISTRICT

REAL PROPERTY SPECIALIST

DEFINITION 

Under direct supervision, performs a wide variety of increasingly responsible and complex professional real estate work in property management and negotiations and acquisition of land rights for District facilities and programs. The Real Property Specialist may also act as the District's liaison with other agencies and/or the public for the acquisition and granting of property rights. 

DISTINGUISHING CHARACTERISTICS 

This is a journey-level, single-position classification, which performs a full range of right-of -way work. 

SUPERVISION RECEIVED AND EXERCISED 

Receives direct supervision from the Real Property Agent and other management staff.  May supervise assigned Watershed and Lands clerical and technical staff including assigning and reviewing work. 

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

Coordinate and complete routine real property transactions with private property owners, public agencies, and public utilities; determine appropriate legal documents, such as grant deeds, easements, leases, quitclaims, and rights-to enter, and prepare, obtain, and interpret title reports and other legal documents; coordinate with county recorders to conduct research and record documents. 

Assist the Real Property Agent in complex negotiations with property owners, public agencies, and public utilities for the acquisition and granting of property rights. 

Coordinate review and granting of licenses, easements, and permits on the USBR canal right-of- way; prepare necessary documents and review with legal counsel; act as a liaison between CCWD and USBR on issues affecting USBR lands. 

Review proposed subdivisions and other development/improvement plans for projects on or near CCWD properties; determine extent of proposed project and identify potential adverse impacts to District facilities, operations, or lands; coordinate and prepare District departments' response to proposed project. . 

Provide support to legal counsel for eminent domain litigation, including research, preparation and coordination of exhibits and reports, and serving of notices. 

Prepare drafts of Board agenda items related to functional responsibilities. 

Collect, research, and analyze data regarding acquisition, management, and disposition of land rights. 

Prepare analyses and reports related to work performed. 

Inspects projects on District lands for adherence to permit or license conditions. Maintain records and files. 

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

Perform related duties as assigned. 

MINIMUM QUALIFICATIONS 

Knowledge of: 

California real property principles and practices regarding property title and records, methods of valuation, documents and procedures used in the acquisition, management, and disposition of real property, and eminent domain law and procedures

Procedures and instruments of real estate law and property rights transactions

Methods and techniques of effective negotiations

Pertinent local, State and Federal rules, regulations and laws

Modern office procedures, methods and computer equipment, including word processing, spreadsheets, and database software

Principles and practices of research, analysis and management

Budgeting procedures and techniques

Report writing

Principles and practices of work safety

Ability to: 

Read and interpret property drawings and legal descriptions, title reports, improvement/development plans, and specifications

Organize and prioritize work to handle multiple projects simultaneously

Analyze work papers, reports and special projects; identify and interpret technical and numerical information

Assist in the development and monitoring of an assigned program budget

Speak and write effectively and prepare concise correspondence and reports

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 required knowledge and abilities would be: 

Experience: 

Four years in real property transactions and construction projects in a corporate or public agency real property environment. 

Training: 

Equivalent to a Bachelors degree from an accredited college or university, with major course works in real property appraisal, business, public administration or related field. 

Physical Demands: 

Work is performed in a normal office environment and outside in all weather conditions. The position requires the ability to talk, listen, observe, stoop, reach, sit, stand, move, used repetitive motions, climb, and may traverse uneven terrain. The position requires the ability to operate a computer keyboard and printer, copiers, telephone, pagers, and motor vehicle. Work requires lifting or moving up to 30 pounds. 

License or Certificate: 

Possession of, or ability to obtain, a valid California driver's license. 
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