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	EMPLOYEE NAME 

Name  

	CLASSIFICATION

Program Technician II
	DIVISION/SECTION/UNIT

Subdivisions/Subdivisions North

	WORKING TITLE

Program Technician II
	GEOGRAPHIC LOCATION

Sacramento

	POSITION NUMBER

414-610-9928-002
	EFFECTIVE DATE

Month Day, Year

	POSITION TYPE

[bookmark: Check1]|X| Rank and File   |_| Supervisor/Manager   |_| Specialist
	TENURE

Permanent
	TIMEBASE

Full Time 

	GENERAL STATEMENT

[bookmark: _Hlk163480376]Under general supervision of the Supervising Program Technician II, the Program Technician II reviews and processes the detailed technical forms and files associated with multiple program areas within the Subdivision Division in Northern California. The incumbent reports directly to, and receives the majority of assignments from, the Supervising Program Technician II; however, direction and assignments may also come from the Managing Deputy Commissioner IIs, Managing Deputy Commissioner III, or the Assistant Commissioner of the Subdivisions Division.
 

	REQUIREMENTS

|_| Bilingual     |_| Conflict of Interest (COI)     |_| Criminal Offender Record Information (CORI)  
 
|_| License Required     |X| Lifting Required     |_| Travel     |_| Typing Cert     |_| Work Week Group E/SE


Lifting Required – The incumbent may be required to perform physical activities including standing, walking, bending, stooping, kneeling, reaching, and lifting, carrying, pushing, or pulling equipment, supplies, and work-related materials at various heights, weighing up to 25 pounds.

	Percentage
	Description of Essential Functions

	
40%


























20%






10%







10%












5%












5%
	
[bookmark: _Hlk163480486]Review applications for residential subdivision public reports including new, subsequent, amendment and renewal filings in accordance with the Substantially Complete Application (SCA) filing requirements of the Real Estate Commissioner's Subdivision Regulations; set-up the file folders using the identifying system of color coding and file numbering. Review applications submitted through the Subdivision Online Public Report Application System (SOPRAS). Ensure all portions of the application are completed and all required documentation is included. Meet statutory timeframes when completing reviews of incoming applications. Determine whether the fees are accurate based on specific criteria: by type of subdivision, number of lots or number of owners in undivided interests to be marketed. Verify accuracy of information on checks and credit card forms and ensure the information corresponds to the application money page. Forward fees to the Fiscal Section following the established security protocols. Request refunds for customers when overpayments have been received. Examine and verify routine and complex filing documents, title reports, subdivision maps and conditions of approval issued by local governing authorities, limited liability operating agreements and corporate resolutions for verification of ownership and subdivider signature authority and validation of necessary approvals. Issue deficiency notices when application packages are incomplete and review responses to deficiency notices. Forward Duplicate Budget Packages to Los Angeles District Office (LADO) for processing; and coordinate with LADO to track progress of application reviews. Forward the filings that have met SCA requirements to management for review and assignment. Assign subsequent applications, amendments, and renewals to the previously assigned Real Estate Specialist when that Specialist is available to process the file. Process and issue public reports in the Enterprise Information Systems (EIS) received from the Real Estate Specialists. Upload public reports to the database to make the reports accessible to all DRE staff via EIS. 

[bookmark: _Hlk163480524]Open, date stamp and distribute all incoming mail for Subdivisions North, including voluminous application packages for public reports. Log applications received and taken for review in the application log. File documents and files folders in numeric order for future retrieval; photocopy, scan, fax, and mail documents; transmit and receive documents via fax and email; enter data into EIS; compose letters, prepare and issue preliminary public reports. 

[bookmark: _Hlk163480536]Review and set up new, amended, and renewed applications for statewide timeshare filings and out of state registrations. Review documents for compliance with current statutes and regulations, issue deficiency notices, issue certificates or preliminary public reports within mandatory statutory processing time frames. Enter timeshare filings into EIS and review the nationwide Timeshare Registry. Close out completed timeshare reviews by issuing the final timeshare reports in EIS and routing the final reports to the timeshare developers.

Manage and maintain the Subdivision file folders using the onsite file storage area and the statewide archiving system. Inventory, log, and ship files to be stored at the State Records Center (SRC); maintain records of these files; and order the return of specified files in response to Public Record Act requests, subpoenas, Departmental investigations and ongoing Subdivisions section reviews. Monitor the Subdivisions unit's file retention schedule and ensure destruction in accordance with the Department's approved record retention timeframes. Process abandoned filings, which include researching in EIS, inputting the file number and generating first, second and final abandonment notices in accordance with the Commissioner’s Regulations. File appropriate response letters in files and log one-year extensions approved by management in EIS. Monitor files that have been abandoned, boxed, and sent to SRC. Maintain and edit the new Subdivision filing list for the Department’s website.

[bookmark: _Hlk163480556]Process new and renewal Master Management Document (MMD) applications and purchase agreements reviews (Deposit Receipt Reviews) submitted for statewide approval by entering the application information into a shared Excel document, assigning file numbers and forwarding to legal staff or management for review and approval. Upload the approved documents into our database for access by all staff. Review and process complex subdivision project applications such as requests for review pursuant to Business and Professions Code Section 11018.7, exemption applications for undivided interests, Notices of Intention, and Limited Equity Housing Co-Op applications. Enter information into EIS and forward applications to the manager or previously assigned Real Estate Specialist within mandatory processing timeframes. Set up physical subdivision and timeshare enforcement case folders and advocacy files. Enter information into EIS, create a file folder and route to the manager for assignment to a Real Estate Specialist.

[bookmark: _Hlk163480575]Answer and direct all incoming phone calls, including inquiries from the public regarding subdivision filing fees, application forms and filing procedures pursuant to the Subdivided Lands Law and Real Estate Commissioner's Regulations. Provide copies of forms and public reports or permits to the public as requested. Review, track, and respond timely to requests for review of public records pursuant to the California Public Records Act. Determine what information is requested and whether it is available; search applicable databases; search files stored onsite; and request off site files. Arrange for review of the requested records by the requesting party. Report PRA activity to the Department's Legal section. Review, track, and timely respond to subpoenas for Subdivision records. Report activity related to subpoenas to the Department's Legal Section.




	Percentage
	Description of Marginal Functions

	
5%





5%

	
Manage and maintain the Northern California Subdivision’s record of Master Geographic Letters (MGL) submitted by cities and counties. Solicit MGL letters from cities and counties on a yearly basis and maintain the updated letters separate from the expired or superseded letters which will all continue to be referenced in the reviews of residential subdivision projects. 

Monitor supplies, order additional items as necessary and maintain a ready supply of regularly used subdivision forms and supplies in a centralized area. Manage requests for Advertising reviews. Provide information and feedback on the SOPRAS with regards to the transition from the paper-based system to the online application system that coordinates with our operating system for review and processing of subdivision applications and public reports, as the system evolves. Perform other duties as assigned and required.



ADDITIONAL INFORMATION
 
The Program Technician II works 40 hours per week in an office setting, with artificial light and temperature control. Daily access to and use of a personal computer and telephone are essential. The employee must be able to remain in a stationary position 60% of the time and must occasionally move about inside the office to access files and documents from the filing cabinets and office machinery (i.e. printer, fax machine, copy machine).

This position may be eligible for telework. The amount of telework is at the discretion of the Department and based on current telework policy. While DRE supports telework, in-person attendance may be required based on operational needs. Employees are expected to be able to report to their worksite with minimal notification if an urgent need arises.

The Program Technician II must possess good communication skills, use good judgment in decision-making, exercise creativity and flexibility in problem identification, manage time and resources effectively, and be responsive to DRE management needs. Dependability, punctuality, and the ability to demonstrate a team-oriented working capability are required in this position. This position also requires strong written and oral communication skills, the ability to evaluate, process and utilize computer skills, and the ability to deal effectively with people. 

The Program Technician II routinely works with sensitive and confidential issues and/or materials and is expected to maintain the privacy and confidentiality of documents and topics pertaining to individuals or to sensitive program matters at all times.

As an Equal Opportunity Employer, all DRE employees are expected to conduct themselves in a professional manner that demonstrates respect for all employees and others they come in contact with during work hours, during work-related activities, and anytime they represent the Department. Additionally, all DRE employees are responsible for promoting a safe and secure work environment, free from discrimination, harassment, inappropriate conduct, or retaliation.

The statements contained in this job description reflect general details as necessary to describe the principal functions of this job. It should not be considered an all-inclusive listing of work requirements. The incumbent of this position may perform other duties (commensurate with this classification) as assigned, including work in other functional areas to cover during absences, to equalize peak work periods or to otherwise balance the workload. Duties of this position are subject to change and may be revised as needed or required.

I have read and understand the duties listed above and I can perform these duties with or without reasonable accommodation. (If you believe reasonable accommodation is necessary, discuss your concerns with the hiring supervisor. If unsure of a need for reasonable accommodation, inform the hiring supervisor, who will discuss your concerns with the Equal Employment Opportunity Office.)

	EMPLOYEE NAME

Employee Name
	CLASSIFICATION

Program Technician II

	EMPLOYEE SIGNATURE


	DATE




I have discussed the duties of this position with and have provided a copy of this duty statement to the employee named above.
	SUPERVISOR NAME

Supervisor Name
	CLASSIFICATION

Supervising Program Technician II

	SUPERVISOR SIGNATURE


	DATE







	[bookmark: _Hlk135217544]First Initial. Last Name
	Revised 07/2026



