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	EMPLOYEE NAME 



	CLASSIFICATION

Managing Deputy Commissioner III
	DIVISION/SECTION/UNIT

Subdivisions/Subdivisions North

	WORKING TITLE

Manager
	GEOGRAPHIC LOCATION

Location

	POSITION NUMBER

414-610-8676-001
	EFFECTIVE DATE



	POSITION TYPE

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

Permanent
	TIMEBASE

Full Time 

	GENERAL STATEMENT

Under general direction of the Assistant Commissioner, Subdivisions (CEA A), the Managing Deputy Commissioner III (MDC III) is responsible for planning, organizing, managing, and directing the operations of the DRE Northern Region Subdivisions Section and as such, will support and develop staff directly or through a subordinate supervisor, evaluate their work and monitor processes and procedures.  The MDC III will supervise Managing Deputy Commissioner IIs (MDC IIs), Special Investigators, Deputy Commissioners, Program Technician IIs, and a Supervising Program Technician II (SPT II).  This position functions with a high degree of independence with public impact.  The MDC III is involved in hiring, training, developing, evaluating and correcting staff.  
 

	REQUIREMENTS

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



COI – This position is subject to the provisions of 2 Cal. Code of Regs. §18730, which contains the Conflict of Interest Code for the Department of Real Estate.

Work Week Group E/SE – The Managing Deputy Commissioner III is a Work Week Group E employee and is expected to work an average of 40 hours per week each year and may be required to work specified hours based on the operational needs of the Department, deemed necessary by management. Accordingly, Work Week Group E employee work schedules may fluctuate at times depending on the nature and amount of work to be performed.

	Percentage
	Description of Essential Functions

	
40%















25%











      20%












      10%
	
Supervise, assign, review and evaluate the work and activities of the Central Control Unit and analytical staff in the Subdivisions Unit performing reviews and analysis of complex subdivision Public Report applications, budget review files, and appurtenant legal and financial documents.  Guide, direct and advise staff to resolve complex issues.  Track, monitor and evaluate work performance, projects, and workload in order to meet mandated time frames.  Supervise, coach and evaluate the MDC IIs and the SPT II to ensure they and their teams are meeting expectations and statutory timeframes.  Ensure objectives of the section are met in serving the public interest.  Develop pertinent training, guides and procedures.  Perform personnel management duties in the areas of employee selection interviews, hiring, training, disciplinary procedures, health and safety issues, evaluating and correcting the performance of staff.  Compile and submit reports as required, including but not limited to monthly statistical and production reports.  Maintain a file review process, directly or through the subordinate supervisor, to analyze, monitor, and assess the training and development needs of staff.  Prepare instructional memoranda for staff.  Instruct staff on laws, regulations, policies and procedures.
Participate in the analysis of complex budget assessment schemes relating to master associations with mixed-uses and/or sub-associations; oversee the review/revision of complex agreements relating to shared use, maintenance, management and subsidization.  Attend pre-submittal meetings and make recommendations on complex subdivision projects and budget structure (Master Planned Communities, Hotel Condominiums, Mixed-Use Developments, TICs, Timeshare Offerings, etc.). Review and update purchase agreements (Deposit Receipt Review) submitted for statewide approval. Review and update Master Management Documents to evaluate CC&Rs and Bylaws for statewide approval and Master Documents to evaluate CC&Rs and Bylaws that are project specific. Handle sensitive in-state filings at the direction of the Assistant Commissioner, Subdivisions (CEA A). 

Independently review and analyze the most complex and technical subdivision public report applications and appurtenant legal, budget and financial documentation for compliance with statutes, regulations and departmental policies, including but not limited to applications for approval under B&P Code section 11018.7 and notice of intention filings; contact subdividers and their representatives to obtain additional documentation and evidence to verify conformance with statutory requirements of the Subdivided Lands Law (SLL), the Vacation Ownership and Time-Share Act of 2004 (VOTA) and the California Code of Regulations (CCR). Prepare deficiency letters, review and analyze deficiency responses for compliance, review and critique complex or creative financing plans and budget procedures, compile documentation for preparation of comprehensive public reports and analyze budgets and financial agreements to ensure the financial viability of homeowners associations.  

Mediate and resolve complaints received in writing or by phone regarding policies, laws, statutes, and regulations administered by DRE.  Review and analyze documents related to subdivision violations. Refer subdivision files/violations to Enforcement when appropriate. Direct and evaluate site visits to review subdivisions.  Evaluate caseloads and assist staff in developing site inspection plans; obtain and gather necessary evidence to support administrative action, and/or prosecution of those engaged in the development of subdivided lands; review facts/evidence to support administrative action; prepare comprehensive reports, correspondence, case analysis or a formulated approval analysis; prepare and/or obtain search warrants, subpoenas, inspection warrants, and/or other legal papers for investigations; and testify at Administrative and Civil hearings and provide expert testimony at hearings, trials and depositions.  Interpret policies, regulations and applicable laws.  Handle politically sensitive issues, effectively present findings or recommendations to management, and edit detailed reports and analysis.  Compile and analyze statistical data, review findings and make recommendations for implementation or change of policies, laws and regulations. 




	Percentage
	Description of Marginal Functions

	       5%

	
Attend special events, conferences and seminars to represent DRE.  Participate in committees with representatives of the Building Industry.  Make presentations to explain DRE processes and procedures and to advise about laws and regulations.  Attend statewide management meetings to coordinate work with other sections of DRE.  Enter reports of time and activities in the Enterprise Information System (EIS).  Perform administrative duties, directly or through a subordinate supervisor, to manage office facilities and equipment; act as custodian of subdivision files and other records in compliance with the DRE’s record retention policies and the CA Public Records Act. 



ADDITIONAL INFORMATION
 
The Managing Deputy Commissioner III 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 75% 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 Managing Deputy Commissioner III 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 Managing Deputy Commissioner III 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


	CLASSIFICATION



	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


	CLASSIFICATION



	SUPERVISOR SIGNATURE


	DATE
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