








HELIX WATER DISTRICT

July 1, 2007
 RIGHT OF WAY AGENT I/II
JOB SUMMARY

The Right of Way Agent I/II is a technical nonexempt class.  Under direction, plans, coordinates, and participates in a variety of professional and technical activities associ​ated with the acquisition, management and disposition of rights-of-way and fee property for waterworks facilities; and performs related duties as assigned.  Right of Way Agent I is a journey-level technical class and is flexibly staffed with the Right of Way Agent II class.  Right of Way Agent II is an advanced journey-level technical class.  Proficiency for advancement from a Right of Way Agent I to a Right of Way Agent II includes training, experience, and license  requirements.
DUTIES AND RESPONSIBILITIES

Duties include but are not limited to the following:

1. Plans, coordinates, reviews and participates in activities related to the acquisition, administration and disposition of rights-of-way and real property in support of the District’s Capital Improvement Program and ongoing operations; coordinates work of consultants; coordinates work and activities with other depart​ments, District staff, other utilities and governmental agencies.

2. Researches and examines county assessor and other public records, both manually and by computer, to identify ownership of property potentially affected by proposed facilities and to determine property rights and descriptions; performs title searches. 

3. Obtains and evaluates appraisal reports and preliminary title reports prepared by independent appraisers and title companies to determine present and future value of property affected by proposed facilities; makes recommendations regarding appraised value for purchase or acquisition of easements and fee title.

4. Coordinates and oversees negotiations with property owners for the acquisition of property and rights of way and fee property; prepares legal descriptions, plat maps, easement documents, deeds and other documents for acquisition of property and easements and the sale of excess property; confers with supervisor to ensure that documents conform to legal requirements; prepares agenda items for Board approval of land purchases and sales and rights-of-way acquisition.

5. Reviews construction plans to determine project impact on property owners.

6. Conducts or directs the recordation of legal documents for property purchase or sale and easement acquisitions; prepares and maintains records of property purchase or sale and acquisition easements for rights-of-way.

7. Confers with and advises engineers, planners, staff and consultants on right-of-way issues and potential problems related to proposed and existing facilities.

8. Reviews requests from governmental agencies and private property owners for rights-of-way encroachments; coordinates encroachments, vacations, relinquish​ments and the sale of excess property.

9. Coordinates activities with other governmental property managers and right-of-way agents; coordin​ates activities with other utilities and public agencies when District projects require the relocation, removal or abandonment of their facilities.

10. Drafts agreements for use of District and private property; prepares leases for use of District property and for the use of others’ property by the District; inspects leases and prepares inspection reports and notification of deficiencies.

11. Conducts field studies of property and right-of-way availability for future requirements; conducts property sale searches to estimate costs of future land acquisitions.

12. Acts to protect rights-of-way and real property interests against unwanted encroachment or acquisition.

13. Maintains and coordinates with GIS for all easement and property transactions to provide for updated information in the District’s GIS.   

DESIRED MINIMUM QUALIFICATIONS

Knowledge of:

1. Theories, principles, practices and techniques of real estate appraisal, property record search, property recordation and property record search.

2. Right-of-way related codes, regulations, policies and procedures.

3. Federal, state and local laws and regulations applicable to land and easement acquisition by public agencies, including condem​nation proceedings.

4. Basic principles and practices of property and contract law, including preparation of legal descrip​tions.

5. Basic terminology, methods and practices of land surveying.

6. Principles and practices of business communication.

7. Computer systems and applications pertaining to the work.

Ability to:

1. Analyze technical data and legal requirements, evaluate alternatives and make sound recommenda​tions within established guidelines.

2. Plan, organize and independently carry out assigned duties efficiently and effectively.

3. Understand, interpret, explain and apply federal, state and local laws and regulations applicable to areas of responsibility.

4. Perform property appraisals; research and establish property ownership.

5. Read and interpret engineering drawings and sketches.

6. Prepare clear, concise, comprehensive documents and reports.

7. Exercise independent judgment within general policy guidelines.

8. Communicate effectively orally and in writing.

9. Maintain confidential and sensitive information.

10. Use tact, discretion and diplomacy in dealing with sensitive situations and concerned property owners.

11. Establish and maintain effective working relationships with staff, consultants, other governmental real estate personnel, property owners and others encountered in the course of work.

Training and Experience:

Right of Way Agent I:

Training and experience substantially equivalent to graduation from high school or G.E.D. equivalent, supplemented by college-level course work in business law, real estate, appraisal/acquisition/property management, engineering or closely related fields equivalent to 15 college level units or 4 days of IRWA approved courses or one additional year of experience or equivalent combination of the above; and three  years of increasingly responsible real estate and/or right of way appraisal/acquisition/property management or related engineering experience.  

Right of Way Agent II:
Training and experience substantially equivalent to graduation from high school or G.E.D. equivalent, supplemented by college-level course work in business law, real estate, appraisal/acquisition/property management, engineering or closely related fields equivalent to 30 college level units or 8 days of IRWA approved courses or two additional years of experience or a four-year Bachelors Degree or equivalent combination of the above; and five  years of increasingly responsible real estate and/or right of way appraisal/acquisition/property management or related engineering experience.  

Licenses; Certificates; Special Requirements:

Right of Way Agent I:

A valid California driver’s license and ability to maintain insurability under the District’s Vehicle Insurance Policy.
Right of Way Agent II:
A valid California driver’s license and ability to maintain insurability under the District’s Vehicle Insurance Policy.  
A valid State of California Notary Public license.

PHYSICAL AND MENTAL DEMANDS AND WORK ENVIRONMENT

The physical and mental demands and the work environment characteristics described here are repre​sentative of those required for the performance of job duties.

Physical Demands:

While performing the duties of this class, the employee is regularly required to sit; talk or hear, both in person and by telephone; and use hands to operate, finger, handle or feel office equip​ment; and reach with hands and arms. Employees are frequently required to stand and walk and may be required to walk over rough terrain.

Specific vision abilities required by this job include close vision and the ability to adjust focus.

Mental Demands:

While performing the duties of this class, the employee is regularly required to use written and oral communication skills; read and interpret complex data and legal documents; observe and interpret infor​ma​tion and situations; use mathematical calculations; analyze and solve problems; learn and apply new information; perform highly detailed work; and interact with managers, staff, engineers, consultants, repre​sentatives of other governmental agencies, property owners and others encountered in the course of work, some of whom may be dissatisfied, upset and abusive.

Work Environment:

While performing the duties of the job, the employee generally works under typical office conditions, and the noise level is usually quiet. The employee will be required to work in outside weather conditions and walk over rough and uneven terrain.

GM Approval: 
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