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REALTY SPECIALIST


GS-1170-09

Citation:  OPM PCS for Housing Management, GS-1173, Sep 81

SUPERVISORY CONTROLS

Receives general supervision from the Supervisor, who gives broad verbal 

assignments and indicates priorities of special assignments. The incumbent is expected to perform independently and receives advice on major issues.  Supervisor reviews work for overall effectiveness and adherence to program objectives.

MAJOR DUTIES

Serves as Realty Specialist and responsible point of contact matters pertaining to acquisition, disposal, out granting and accountability of all real property and space assignment on Fort Myer Military Community (FMMC) and various locations in the FMMC area of responsibility.

-- Serves as coordinator for the installation in all real estate and real 

property matters. Confers with representatives from the Corps of Engineers in connection with out grant actions, disposal actions, and accomplishment of transfer of new construction and/or capital improvements to existing facilities. Inspects property and checks property transfer forms to insure accuracy. Coordinates, negotiates, and confers with representatives from District Engineer Office, higher Army echelons, private organizations, and other governmental agencies, and prepares initial documentation to meet regulatory and legal requirements for all types of real estate transactions. Attends conferences pertaining to real estate matters and advises 

installation command on real estate matters. Reviews and keeps abreast of all 

changes in leases, licenses, permits, easements, memoranda, and other instruments. Obtains and assembles data to justify acquisition of real estate in fee title, leasehold interest, or by transfer from other Federal agencies. Acts as real estate coordinator between the District Engineer and other government agencies in the process of acquiring short-term permits, and monitors progress of acquisition. Obtains and assembles data and prepares Reports of Excess, Environmental Impact Assessments, and other documentation covering disposal of real estate.  Represents Department of the Army and the District Engineer in explaining a real estate disposal policy and procedures to the general public. Monitors progress of disposal actions and reports status to Chief, Project Planning Division. Obtains and assembles detailed data necessary for reporting real estate available for non-Army use. Prepares Reports of Availability including legal description and condition of the property, recommendations of limitations, date of availability, Environmental Impact Assessment, and appropriate marked site maps. Reviews Invitations for Bids and out grant instruments prepared by the District Engineer to insure that conditions of availability have been incorporated and format of instruments are in the interest of the local command. Responsible for explanation of policies and procedures relative to real estate advertised for out leases to prospective bidders. Contacts and escorts visiting personnel to various areas on the installation, explaining items concerning real property, boundaries, and/or provisions of leases, permits, licenses, easements for right-of-ways, memoranda, etc.  Inspects facilities out leased to insure compliance with the terms of the specific instrument. Searches records to assure that the out grant will not conflict or interpose interference with existing outgrants. Confers and discusses correspondence with interested 

parties, District Engineer, and higher authorities relative to these matters. 

Negotiates with interested parties to reach satisfactory agreements, coordinating these agreements, special conditions and restrictions with 

installation needs. Acts as liaison between installation command and various 

state and local agencies, and prepares necessary agreements for mutual support. Drafts and processes the agreements into legal instruments. Makes recommendations concerning unusual problems or factors arising from the foregoing negotiations or requests, and maintains public relations with interested parties by working out mutually satisfactory solutions. Serves as coordinator and point of contact for all disputes and questions concerning 

location of installation boundary. Researches plats, maps and historical records to determine location of boundary monuments and ownership for specific parcels of land. Receives complaints from the public, investigates validity of the complaint, and coordinates with District Engineer Office and the State Land Surveyor to seek resolution.            ( 45%)

-- Responsible for the creation and accuracy of records in the Assets accounting database for the Integrated Facilities System (IFS). Prepares and checks data entries which create and maintain computerized files upon which the IFS operation is based. Resolves problems that arise within the database, and responds to inquiries from local IFS manager, other installations, and higher echelon. Develops and maintains records on all items of real property owned, leased, or otherwise acquired. Monitors work performed by Government workforce and makes or directs periodic site investigations to insure that all real property changes have been recorded. Inspects or directs the inspection of new construction to acquire all available information concerning property, base data information, and contractor installed property.  Screens contracts and completed work authorization documents and prepares documents to accomplish changes in base data and costs. Receives keys to completed construction projects, maintains accountability for all installation buildings, and coordinates issuance of keys with Facilities Services Division to authorized personnel. Insures that physical inventories of all real property are taken periodically in accordance with regulations. 

Prepares documents to reflect necessary adjustments to the database, executes statements regarding status of the inventory, and resolves inventory discrepancies.             (35%)

-- Conducts surveys and inspections of space for conformance with occupancy standards and maintains necessary space allocation records.  Investigates requests for additional or new space assignments.  Processes approved space assignment transactions and updates data base of Integrated Facility System (IFS).  Prepares MDW organization administration space report.  (20%)

-- Performs other duties as assigned.

Occupant of this position must be able to obtain and hold a secret security clearance.

FACTOR 1: KNOWLEDGE REQUIRED BY THE POSITION - Level 1-6  (950 Points)

The specialist applies knowledge of commonly applied real estate principles, rules, regulations, and practices and a general understanding of real estate markets to manage federally controlled property or space, involving common or familiar uses, limited changes in client needs and routine contractual problems to resolve.  Specialist applies knowledge of standard space management practices and techniques to assist agencies or clients in developing space requirements or layouts, designs, and timetables for build-out of space with limited special needs.

FACTOR 2:  SUPERVISORY CONTROLS - Level 2-3  (275 points)

Supervisor defines the objectives, priorities and deadlines of assignments and assists employee with situations that have no clear precedents.  Employee plans and carries out the successive steps and handles problems and deviations in work assignments in accordance with instructions, policies, previous training, or accepted real estate, space management and/or contracting practices.  Supervisor evaluates the work for technical soundness, appropriateness and conformity to policies and procedures.  Methods used to complete the work are not normally reviewed in detail.

FACTOR 3:  GUIDELINES - Level 3-3  (275 points)

Numerous guidelines, including agency policies, practices, precedents, and regulations are available.  These include Federal property management and disposal, land acquisition, public land use, administrative space management, procurement, and/or tax regulations and procedures, standard real estate practices and procedures.  Realty specialist uses judgement to make limited changes and adaptations to guidelines.

FACTOR 4:  COMPLEXITY - Level 4-3  (150 points)

Employee performs property/space management duties that involve routine negotiations.

FACTOR 5:  SCOPE AND EFFECT - Level 5-3  (150 points)

The purpose of the work is to deal with or resolve a variety of conventional problems, questions, or situations within a limited geographic area.  The employee acquires, manages and/or disposes of commonly transferred properties using well-established real estate practices and approaches, manages space assignments, and routine negotiation techniques and strategies.

FACTORS 6 and 7: PERSONAL CONTACTS AND PURPOSE OF CONTACTS – Level 1b (75 points)

Persons contacted are employees in the same agency, but outside the immediate organization, usually realty specialist, appraisers, functional experts (e.g., space planners, engineers, cartographers, and attorneys) from various levels.

Purpose of contacts is to plan, coordinate work, or advise on efforts and resolve operating problems by influencing or motivating individuals or groups who are working toward mutual goals and who have basically cooperative attitudes.

FACTOR 8:  PHYSICAL DEMANDS - Level 8-1  (5 points)

Work is primarily performed while sitting, but may require bending, walking, standing while inspecting residence and office or storage space, or carrying light objects such as floor plans, sales or contract file folders, or computer reports.

FACTOR 9:  WORK ENVIRONMENT - Level 9-1  (5 points)

Work is usually performed in an office-like setting.  However, there may be occasion exposure to risks when employee makes on-site inspections or properties.

Total 1885 points

GS-9 (1855 – 2100 points)

