The Maryl and- National Capital Park and Pl anning Comm ssion

TI TLE: Park Property Manager GRADE: | CODE: 3530
SERI ES: Park Property DATE: 1/13/88

Cl ass Definition

Under direction, nmanages rental properties (primarily houses, but

al so office buildings, comercial sites, and farm and) on park | and
to perform property managenent work invol ving consi derable
responsibility, conplexity, and variety. Negotiates |ease agreenents
and mai ntains property. Performs other related duties as required.

Exanpl es of | nportant Duties

1. Pl ans progranms. Defines goals and objectives. Devel ops policies
and procedures (e.g., general |ease agreenent, tenant selection
criteria). Obtains appraisals of fair market val ue. Recommends
rental fees for Park Board approval. Oversees | easing of
par kl and for agricultural use.

2. Supervi ses staff. Oversees the work of unit staff. Eval uates
wor k and counsels staff on ways to inprove performance. Selects
and trains staff. Initiates disciplinary action. Approves tine

cards and | eave requests.

3. Manages budget. Prepares annual budget request. Monitors
revenues and expenditures. Controls expenditures in accordance
with approved budget. Obtains bids and price quotes.

4. Responsi bl e for the adverti senent of properties in Comr ssion
newsl etters and | ocal nedia. Answers inquiries about rental
properties. Screens applications and negoti ates | eases. Sel ects
t enants.

5. Manages properties. Supervises and controls efforts to coll ect
security deposits and rental fees (often by payroll deduction).
Enf orces | ease agreenents. Arranges for denolition of structures
whi ch are no | onger of value to departnent.

6. Mai nt ai ns properties. Supervises inspection efforts and the
processi ng of tenant requests and maintenance. |Is responsible
for all of the properties neeting code and maintained in a safe
condition. Approves estimtes of staff, equipnent, nmaterials,
and supplies needed for projects. Assigns work orders to staff.
Obtains permts. Coordinates projects with other Conm ssion
units and government agencies. Reviews and approves preventive
mai nt enance plans. Interprets |eases to fix responsibility for
various actions.

7. Supervi ses record mai ntenance, records of |ease agreenents,
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Exanmpl es of Inportant Duties (Continued)

revenues and expenditures, nmaintenance work perforned, tinme
cards, and inventory of property. Wites periodic admnistrative
reports.

8. Pl ans and directs renovation of significant properties including
hi storic sites.

| nportant Worker Characteristics

A Knowl edge of (I) business adm nistration; (2) Conm ssion
organi zation*; (3) Conmm ssion policies and procedures*; (4)
equal enploynent opportunity; (5) Merit System regul ations; (6)
parks*; (7) property managenent; (8) safety; (9) supervision.

B. Skill in operation of (I) auto; (2) calculator; (3) canera; (4)
phot ocopier; (5) typewiter.

C. Ability to (I) apply principles to solve practical problens; (2)
cal cul ate fractions, decimls, and percentages; (3) read reports
and correspondence; (4) wite reports and correspondence; (5)
use proper spelling, punctuation, and grammar; (6) speak
clearly; (7) organize work efficiently; (8) provide courteous
service.

* Devel oped primarily after enploynent in this job class.

M ni num Qual i ficati ons

1. Bachel or's degree which included, or was supplenented by, sone
coll ege |l evel courses in real estate, property managenent, park
managenent, or related subjects; or four years of progressively
responsi bl e experience in property managenent; and

2. Four additional years experience in real estate property
managenent, or park managenent; or

3. An equi val ent conbi nati on of education and experience.
4. Valid Maryland driver's license or the ability to acquire one.

Wor ki ng _Condi ti ons

Works in office. Wbrks occasi onal evenings, weekends, and holi days.
On-call 24 hours.



