SBBC: SS-057

THE SCHOOL BOARD OF BROWARD COUNTY, FLORIDA

JOB DESCRIPTION

POSITION TITLE: Property Coordinator
CONTRACT YEAR: Twelve Months
PAY GRADE: 26

BARGAINING UNIT: BTU-TSP

PREFERRED QUALIFICATIONS

EDUCATION: An earned master’s degree from an accredited institution in real
estate, urban planning, public administration or related field.

EXPERIENCE: A Mminimum of four (4) years, within the last eight (8) years, of
experience andfortraining-the-field related to the title of the position and
in _performing the essential performance responsibilities or similar
responsibilities required for the position. Applicants with experience from
a related field must have a minimum of five (5) years, within the last eight
(8) years, of experience and/or training in the field related to the title of the
position and in performing the essential performance responsibilities or
similar responsibilities required for the position.

OR

MINIMUM QUALIFICATIONS

EDUCATION: An earned bachelor’s degree from; an accredited institution in real
estate, urban planning, public administration or related field.

EXPERIENCE: A Mminimum of six (6) years of, within the last eight (8) years, of
experience andior—training—in—the—field related to the title of the
position and in performing the essential performance responsibilities
or similar responsibilities required for the position. Applicants with
experience from a related field must have a minimum of seven (7)
years, within the last eight (8) years, of experience and/or training in
the field related to the title of the position and in performing the
essential performance responsibilities or similar responsibilities
required for the position.

ADDITIONAL QUALIFICATIONS
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REQUIRED:

PREFERRED:

REPORTS TO:

SUPERVISES:
POSITION GOAL.:

SBBC: SS-057

Knowledge of the real estate field, including but not limited to
substantial knowledge about site acquisition methods, the disposal of
real property, leases, the interpretation and granting of easements,
boundary surveys, blueprints, legal descriptions, environmental
reports, appraisal reports and right-of way vacation requests.
Advanced written and oral communication skills, the ability to
develop PowerPoint presentations, and computer skills as required
for the position.

Bilingual skills

Director, Facility Planning & Real Estate or designee Real-Estate

a35|st in the achIsmon of Iand for future schools or for the
expansion of existing school facilities, ordering and processing the
appraisal of real property, maintenance of the School District’s real
property records which include grant deeds surveylng Ieasmg and

ESSENTIAL PERFORMANCE RESPONSIBILITIES:

The Property Coordinator shall:

1.

assist, as directed, in the Providestudies: provision of real estate data and

technical-information-to-assist-in-thepreparation—of for inclusion in the School
Board of Broward County’s, Florida’s five-year mandated eemprehensiveplan

and the Facilities Department’s five-year construction program District
Educational Facilities Plan (DEFP).

make—recommendations—for work in close liaison with the personnel in Preperty

Management-and-Schoel-Facihties the Facility Planning & Real Estate Department and
other District departments, and-at-School-Board-Departments; to identify parcels of

land which meet the needs and requirements for the acquisition of future school sites
and the expansion of existing school facilities.

review surveys and engineering drawings for the locations and conditions involved
with easement and right-of-way requests and assist in evaluating and processing such
requests, and if deemed necessary, for School Board approval.

maintain all School District real property records including leases, grant deeds, easements
of record, covenants and restrictions, dedications of rights-of-way and tax exempt status.
prepare and coordinate the provision of all documents needed for and-chair the
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Superintendent’s School Site Review Committee meetings and formal actions.

6. assist legal counsel in the preparation of contracts, leases, deeds, mortgages, options and
other legal documents required to execute plans-and-programs real estate matters for the
District.

7. assist, as directed, Coordinate in the monitoring and the making of revisions to all School

Board real estate policies for consistency with Florida Statutes, if necessary federal laws,
and the processmd such revisions for School Board approval leases-between-individual

assist _in_the coordination, implementation, revision, and maintenance of all lease

|

agreements between the School Board of Broward County, Florida and local
governments which includes Broward County, its municipalities, and other governmental
entities.

89 assist, as directed, Make-recommendations-for-and-coordinate in the processing of Board

items for School Board formal action, to declare as surplus School Board owned real
property that are no longer needed for educational purposes, and in the disposal of the

declared real surplus property surplus preperty

10. assist, as directed, in the generation and processing of Board items.

EA assist the—Birector—Real—Estate—and—Environmental—Planning in  all—presenting
presentat|on s to the School Board ef—Brewarel—Geuntyal—l egardmg all real estate matters

12 conduct, as directed, periodic revisions to the Department’s Procedural Manual; provide
revised manual to the Director for review and transmit to designated staff for

incorporation into the Facility Planning & Real Estate Department Procedural Manual.

12.13. participate, as directed, in irter- inter-governmental agency plarning-and other meetings
reqardlnq real estate matters.

14. perform and promote all act|V|t|es in compliance W|th equal employment and
nondiscrimination policies of The School Board of Broward County.

15. participate,—suecessfuly; in the training programs offered to enhance inerease the

individual’s skills and proficiency related to the assighment-job responsibilities.

16. review current developments, literature and technical sources of information related to
job responsibilitiesy.
17. ensure adherence to good safety procedures.

18. perform other duties as assigned by the Director, Real-Estate-and-Environmental-Planning

Facility Planning & Real Estate or designee.
19. follow federal and state laws, as well as School Board policies.

SIGNIFICANT CONTACTS - frequency, contact, purpose, and desired end result:
As necessary, communicates with real property owners, community groups, representatives
of local governments, and other District departments to report on real estate issues relevant
to Broward County Public Schools.
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PHYSICAL REQUIREMENTS:
Light work: Exerting up to 20 pounds of force occasionally, and/or up to 10 pounds of
force as frequently as needed to move objects.

TERMS OF EMPLOYMENT:
Salary and benefits shall be paid consistent with the District's approved compensation plan.
Length of the work year and hours of employment shall be those established by the School
Board.

FLSA OVERTIME CATEGORY:
Job is exempt from the overtime provisions of the Fair Labor Standards Act.

EVALUATION:
Performance will be evaluated in accordance with Board Policy.
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