Robbinsville Township
Municipal Asset Manager
Administration



Employment type: Full Time Non-Exempt
Department: Office of the Administrator
Reports to: Business Administrator
JOB SUMMARY
Under direction, performs the work involved in coordinating the real estate activities for the acquisition, disposition, and /or management of municipal owned properties. 
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be assigned:
· Maintain an inventory of all properties owned or acquired by the jurisdiction; identifies each by block and lot numbers, size, zoning, assessed value, map number and potential use.
· Conducts field visits to gather factual data regarding properties.
· Collects and prepares statistical data for real estate acquisition, disposition, ownership, assessed valuation and estimated costs of acquisition and disposition.
· Receives and reviews complaints regarding the condition of property, arranges for maintenance and repair work with Public Works as necessary.
· May coordinate demolition with the support of the Construction Official, obtains demolition permits, and notifies telephone and utility companies to disconnect service.
· Maintains lists of persons interested in public auctions. 
· Contacts adjoining property owners to determine their interest in the sale of non-buildable lots, alleys and other property.
· May compare appraisal report with assessed values and comparable properties.
· May appraise small parcels of land and property.
· Establishes rental price for properties rented by the jurisdiction; prepares or participates in the drafting of rental agreements. Determines minimum resale value for public auction disposal or private sale and determines bid price.
· Prepares advertisements; disseminates information regarding the auction and sale of property owned by the jurisdiction.
· Inputs a wide variety of data into assigned computer systems; establishes and maintains automated files and records and reports; assures accuracy.
· Will be required to learn to utilize various types of electronic and/or manual recording and information systems used by the Township.
· Completes projects as assigned. 
· Other duties as assigned.
QUALIFICATIONS GUIDE
· Applicable laws, codes, regulations, policies and procedures. 
· Modern office practices, procedures and equipment. 
· Record-keeping techniques. 
· Correct grammar, spelling, punctuation and vocabulary. 
· Oral and written communication skills. 
· Interpersonal skills using tact, patience and courtesy. 
· Methods of collecting and organizing data and information. 
· Business letter and report writing, editing and proofreading.
· Basic public relations techniques. 
· Operation of a computer and assigned software. 
· Basic mathematics.
ABILITY TO: 
· To deal effectively with associates and the public
· To inspect properties and to determine the need for repairs.
· To collect and prepare statistical data.
· To maintain inventory information.
· To read and apply information regarding property market values of the jurisdiction.
· To explain real estate procedures to property owners and the public.
· To handle complaints and take effective action.
· To maintain records and files.
· Prepare reports and correspondence.
EDUCATION/EXPERIENCE Five (5) years of real estate sales experience including the appraisal of residential, commercial and industrial real property, one (1) year of which shall have been in a supervisory capacity.
PHYSICAL DEMANDS: The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
· Read, write, speak, understand and communicate in English sufficiently. 
· American Sign Language or Braille may also be considered as acceptable forms of communication.
· Dexterity of hands and fingers to operate a computer keyboard. 
· Capacity to read and understand a variety of materials.
· Sitting or standing for extended periods of time. 
· Lifting and carrying light objects up to 25 pounds. 
WORK ENVIRONMENT: Office environment. The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. The noise level in the work environment is usually moderate.
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