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Realty Specialist, GS-1170-9 R3-123

Introduction

Incumbent serves as a Realty Specialist in Region 3, U.S. Fish and Wildlife Service. Duties
include:

A. Major Duties:

Negotiates with private landowners and public agencies for the acquisition of real property
by purchase, lease, easement, exchange, or donation, and prepares acceptable contract
forms for execution, and submits for approval by higher supervisory officials.

Procures and reviews abstracts of title, title certificates or title insurance and submits same
with a purchase contract and other documents to supervisor for general review. Analyzes
and takes appropriate action to clear-those objections cited, drafts an acceptable form of
deed and has it executed and recorded and takes all other actions necessary to vest title in
the United States and returns file to the supervisor for final review.

Performs actions necessary to dispose of real property including circulation of the proper
notices of excess property, submission of reports to GSA, and drafting conveyance forms
when required.

Processes permits for subordinate use of Service-controlled lands and applications for
right-of-way.

Assists in the maintenance of statistical records of real property owned and administered
by the Service including individual card records, status maps, inventory of real property
holdings, and prepares various periodical reports.

Examines lands proposed for acquisition by the Service, plans and analyzes appraisal
problems. and subsequently prepares appraisal reports.

The incumbent may at times be required to perform work in connection with any of the
activities of Realty.

B. Factors:

1. Knowledge Required by the Position

Knowledge of realty and appraisal practices and principles, economics, taxation,
construction, surveying. statistics, finance. forestry, and soil conservation to conduct
accurate appraisals of land proposed for acquisition by the Service.

Knowledge of realty laws. legal procedures, and documents involved in acquisition,
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disposal, or exchange of real property required to vest title in the United States and to
execute right-of-way outgrants.

--  Familiarity with the provisions of P.L.. 91-646 (Uniform Relocation Assistance and Real
Property Acquisition Policies Act of 1970) to handle the legal aspects involved in

relocation of individuals).

--  Ability to interpret legal descriptions, aerial photos, plat tract maps, and court house
records to obtain various data on subject sites.

--  Ability to analyze large amounts of information in order to compile reports on ownership
information, and patterns of land development, etc.

-~ Skill in verbal communication to professionally represent the Service in real property
negotiations for use, acquisition or exchange purposes.

2. Supervisory Controls

Incumbent is supervised by the Supervisory Realty Specialist who outlines objectives,
scope of assignments, and potential problems. Incumbent develops detailed work plans by
selecting, applying, and adapting appropriate procedures from established methods and
procedures and carries out the assignment in its -entirety. Supervisor reviews proposed
work plans, provides advice when unusual problems &rise, and reviews results for
completion of ,objectives and correct application of guidelines.

3. Guidelines

Detailed guidelines are available in the form of administrative and procedural manuals,
handbooks, circular letters, notices, and bulletins. Incumbent selects, applies, and adapts
guidelines most applicable to the problem.

4. Complexity

Incumbent performs a broad range of realty activities to effect the Service land acquisition,
disposal, and management program. Incumbent considers factors from the fields of
economics. sociology, ecology, forestry, soil conservation, etc., when making appraisals.
Incumbent applies various realty laws and legal procedures depending on the phase of
activity. Judgment and originality are required to stimulate the realty market and to sense
the attitudes and personality of each prospective buyer and seller and shape an approach
accordingly.
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5. Scope and Effect

The purpose of the work is to carry out the Service land acquisition. disposal, and
management program. Properties of outstanding economic and non-economic values are
at stake. Recommendations by the incumbent have a direct bearing and effect on the
preservation of the natural resource and an economic impact on the surrounding area.

6. Personal Contacts

Contacts are with co-workers, regional office personnel, representatives of other Federal,
state, county, and city agencies, and the general public.

7. Purpose of Contacts

Contacts are made for the purpose of persuading people involved in transactions of land
acquisition or land exchange; to obtain information concerning the lands to be acquired,
and also to cooperate with other organizations in the proposed development and
management of an area.

The progress of the land acquisition program is dependent, to a large extent, on the
efficiency with which these contacts are conducted or supervised by the incumbent.

8. Physical Demands

Work requires some physical exertion such as walking over wet, rough, and rocky
surfaces, up and down grades, bending, stooping, climbing or reaching, requiring average
agility and dexterity.

9. Work Environment

The work requires both office and outdoor work. The office is adequately lighted, heated,
and ventilated. Temperature and weather extremes may be encountered in the performance
of the outdoor work. The incumbent is expected to conduct duties in a safe and orderly
manner so as not to endanger self, fellow workers, or property with which entrusted.

A condition of employment is the wearing of the official U.S. Fish and Wildlife Service
uniform in a manner prescribed in 3 AM 3 of the Administrative Manual. The incumbent 1s
required to obtain and properly wear uniform components within Class and




