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Job Description and Essential Functions

Definition:

Provides technical and administrative support and assistance in the management of Town owned properties under the direction of the Asset Management Division Supervisor (Director of Property and Risk Management).  Works at the direction of the Director in negotiating, preparing and administering leases for Town owned properties; expends extensive effort in the field meeting with Tenants, visiting properties, certifying the requirements of the town under Conservation restrictions.    All other related work as required. 

Supervision:

Works under the general supervision of the Division Supervisor (Director of Property and Risk Management), with work load direction and assignment from the Assistant Division Supervisor (Licensing Director)
Generally works independently in regards to property related issues, consulting supervisor to establish short and long term objectives or when exceptions or clarifications are required. Supports the Parking and special events efforts for the Town at the direction of the Assistant Director. Establishes own work plan in accordance with established policies and procedures.

Performs independent, highly responsible functions requiring a broad based knowledge of town wide issues regarding land use, managed properties, and land holdings, while conforming to applicable laws and responding to media requests for information, with direction from Town management to the priorities to be given to specific projects. Participates in procurement activities as assigned including bid and RFP preparation, issuance, evaluation and contracting, with a focus on property related transactions.
Job Environment:

Work is performed in a typical office setting; however, property work may involve active and direct site visits throughout Town of all leased and designated non-active properties under control of this division for the purposes of inspection, verification, and updating of informational databases and division files. 

Operates a telephone, desktop and/or laptop computer, printers, camera, calculators, telephone, facsimile machine, copier, postage machine, scanner, cellphone and other standard office equipment.

Exposure to hazards is limited to office setting, limited travel and exposure to the outdoors for extended periods of time; possible risk of minor injury may be involved.  
Makes frequent contact with the public, tenants, and Town employees requiring patience, tact and professionalism. Corresponds with Town Departments/Divisions in regard to lease and property management issues, keeping supervisor informed on a regular basis.
Has access to confidential Town wide information including leases, assessments, and property contracts and negotiations.  This may also include legal actions – pending and resolved -, and confidential information regarding property usage, acquisition and disposition. 

Errors could result in time loss, delay or loss of services and could have financial repercussions.

Essential Functions:

(The essential functions or duties listed below are intended as illustrations of the various types of work that may be performed.  The omission of specific statements of duties does not exclude them from the position if the work is similar, related or a logical assignment to the position.)

Helps to identify tenant improvements, tracking of expenses, interfacing with tenants and reporting on final close out of projects.
May provide support and information to identified boards and commissions throughout the Town, as needed, to discuss property issues related to the nature of the specific board or commission.

In coordination with supervisor, assists in identifying the best use of Town properties.  As directed, may assist other departments in the same determination for property not under direct supervision of this function.

Participates in discussion as to acquisition, disposition and disposal of Town owned land and assists in the coordinating efforts to maintain, and maximize the highest and best use of the properties.

Responsible for gathering information from other Town Departments and Divisions to establish and maintain, on an ongoing basis, a Town-wide electronic database of all town-owned land. Coordinates the constant updating of information to GIS regarding the current land holding for the purposes of the development of accurate maps as needed by the other Town Departments. Works in conjunction with the Assessing function to ensure the accurate listing of Town owned properties in the assessing database.

Assists supervisor in working with Departments in the development of land management plans and programs for non-active municipal property. Assists the lease negotiation team in negotiating leases for Town-owned property.
Manages active leases generating rent and payments, ensures that money collected is applied to the proper trust funds and /or budget line items, generates correspondence in regards to past due accounts, and recommends eviction or lease termination proceedings.  Issues invoices, collection letters, and computes and communicates Consumer Price Index Factors to tenants as per negotiated contracts and leases.
Actively works with tenants and contracted entities to enforce lease provisions and resolves minor disputes through interpretation of the lease documents.  Will conduct work in the field including, meeting with tenants, inspecting the leased properties, and visiting non leased municipal land as required and directed.
Works through the Chief Procurement Officer in the development of Request for Proposals for the acquisition, lease or sale of real property as identified by the Town of Barnstable. 

Develops internal program recommendations and suggests annual operating objectives for property Management Town wide to supervisor based on information collected and work plans.  

Researches municipal land ownership, acquisition history, prepares historical research and completes titles searches in anticipation of any ownership disputes.  

Creates and maintains automated spreadsheets for accounting and record keeping purposes; generates own correspondence and reports using word processing; maintains copies of information for files. 

Circulates signed copies of contracts and leases associated with property management issues to appropriate departments. 

Assists the Director of Property, Licensing and Risk Management in performing other general office duties including providing general information to the public, handling customer and tenant inquiries or complaints, filing and other duties as specified. 

Performs similar or related work as required or as situation dictates.
Recommended Minimum Qualifications:

Education and Experience:

Bachelor’s Degree in Business, Accounting, Purchasing, or related field; and five (5) years of progressively responsible experience in Property Management, Accounting, Purchasing, or Business Administration; experience with technical writing and computer technology, and well as lease administration and contract negotiation preferred; or any equivalent combination of education and experience.

Other Requirements:

A valid driver’s license required. 

Knowledge, Ability and Skill:

Knowledge:  Working knowledge of office procedures and machines.  Familiarity with town government.  Working knowledge of property laws, rules, regulations and policies. Extensive knowledge of leases, lease generation procedures, real estate conditions and an active understanding of town-wide goals and issues involving land use.  Knowledge of Massachusetts General Laws and contracting as they pertain to the position.  

Ability:  Ability to correctly prepare numerically complicated data and spreadsheets; quarterly and annual reports regarding Town–wide property activities. Ability to update and maintain database records.  Ability to work independently.  Ability to pay careful attention to details. 

Skill.  Proficiency in the use of word processing, spreadsheet applications, and data base input.  Strong property management, map skills, communication and interpersonal skills. Must be able to balance a clear vision of the Town’s goals with practical results.  Strong team building and policy enforcement skills. Good organizational skills.  Highly developed writing skills needed to deal with sensitive communications with tenants regarding back rents, eviction notices and termination of leases.  College level and strong business writing proficiency required.

Physical Requirements:

Minimum physical requirements in an office setting.  Frequent bending and standing when filing.  May occasionally lift office supplies weighting 10 to 15 pounds.  Position requires ability to operate a keyboard and standard office equipment at efficient speed.  The employee is frequently required to use hands to finger, handle and feel objects, tools or controls; and to reach with hand and arms.  The employee is frequently required to sit and talk and hear. Position may occasionally involve travel throughout the town and to other nearby town departments. 

(This job description does not constitute an employment agreement between the employer and employee, and is subject to change by the employer, as the needs of the employer and requirements of the job change.)
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