U.S. Department 

Of Transportation 

Federal Aviation

Administration
Real Estate Specialist

Performance Development Program Guide

August 2000

Table of Contents
Page
INTRODUCTION


Introduction
1


Definitions
2


How It Works
4


Real Estate Competency Standards
4


Employee Competency Inventory
5


Critical Competency Learning Options Resource
6


A Learning Organization
7

SECTION TWO

Real Estate Specialist Competency Standard
8

Critical Competencies





9

Important Competencies




9

SECTION THREE

Critical Competency Learning Options Reference


11




Introduction






12

Minimum Training Requirements



12

Using the Learning Options Reference


12

Critical Competency Learning Options List


13

Approved Learning Sources Information


15

APPENDIX


Competency Development Inventory
16

Competency Development Inventory - Real Estate

17

“Learning disabilities are tragic in children, but they are fatal in organizations.”

Peter Senge


The Fifth Discipline
Introduction
Successful businesses know with reasonable certainty what is working well and what needs to be changed.  These businesses rely on measured evidence of performance rather than intuition.  They take inventory of their products and services.  They expect change and prepare for developing their organizational performance. The Real Estate functions will require a planned and determined effort to create a learning organization that is based on proven business principles.

This program is a competency-based model as specified by congressional requirements.  The program is intended to provide structure and logic for learning and development decisions required to perform Real Estate services. 

This guide provides some definitions commonly used in a competency-based program, lists validated standards that describe the competencies required for successfully accomplishing your organizational mission and examples of the inventory instruments that are part of the program’s model. 

This guide establishes three career levels for FAA Real Estate personnel and prescribes the minimum mandatory learning and competence development for each career level: Entry, Intermediate, and Senior.  The range of grades in each level is recognition that competence develops and progresses over time. 

This guide describes processes and procedures that can answer three important questions needed to conduct the business of managing organizational competence.

1.  What general and technical competencies does it take to effectively perform our jobs?
2.  What specific critical and important competencies must our employees develop in order to achieve our business mission and goals?

3.  How can we optimally provide learning and development competence for employees to close performance gaps?
Definitions
Most programs have specialized terms and meanings.  The following words are common in a competency-based environment.  They have been derived from national and international sources.

Competence is demonstrable behaviors that distinguish individuals, groups, and organizations from their peers and characteristics that identify discrete levels of performance based on established criteria.  

Competency is defined as, “a cluster of related knowledge, skills, and other attributes that affect a major part of one’s job, that correlates with performance on the job, that can be measured against well-accepted standards, and that can be improved via training and development.”  

Self-Directed Learning is the process by which an individual takes responsibility for his or her own training in partnership with the employing organization.  The individual contributes a real and personal commitment to learn acceptance of responsibility, and self-discipline.  The organization contributes such real factors as the opportunity (time and attitude) for learning and competence development, feedback, equipment and/or resources; e.g., publications, multimedia, assignments, details, etc.

Classification of Competencies

Technical Competencies are function-specific and describe the work to accomplish the job; e.g., Designs system processes and procedures (manual and/or automated) that ensure financial management integrity.

General Competencies describe categories of behaviors (such as Teamwork, Customer Service and Consulting) that contribute to successful work regardless of the job series or function; e.g., Facilitates cooperation, pride, trust, group identity and team spirit.
Prioritizing of Competencies

Critical Competencies: Those specific technical and general competencies that are essential for performing operational tasks to accomplish the mission: when a person cannot perform the duties of the position successfully without it, to meet certain certification requirements associated with the position, for health or safety requirements, or is mandated by higher authority; e.g., Executive Order, Congressional Mandate, or by the direction of The Secretary of Transportation or FAA Administrator.  The criteria for this category of competency justify deliberate organizational support for competence development and probable expenditure of funding for the development.

Important Competencies: Those technical and general competencies that have been identified as frequently used and/or they contribute considerably to successful work; however, they do not meet the criteria associated with a critical competency.  The criteria for this category of competency normally can support self-directed learning activities during work time.

Other Competencies: Those technical or general competencies that are rarely used or are minimally important to accomplish the job.  The criteria for this category of competency suggest voluntary self-development with no expenditure of organizational resources.  These competencies will be retained in a central file; but they will not be part of the organization’s Competency Standard.

Real Estate Career Levels

Entry Level  (Grades 5/7/9)

Performs a progressive range of tasks including a variety of basic and /or routine real estate assignments under the close direction of a more experienced professional.  Demonstrates basic competence necessary to accomplish assignments. 

Intermediate Level  (Grades 9/11/12) 

Performs multiple, varying, and progressively more complex real estate functions with limited direction. Some projects may require competence in working across functional and/or organizational lines. 

Acts as an individual contributor and/or member of a team and may perform some leadership functions for small projects/programs or other work activities.  Develops experience and demonstrates progressively more advanced competence to plan and accomplish assignments. 

Senior Level  (Grades 12/13 and up)

A subject-matter expert in the real estate discipline, who provides leadership for highly complex and challenging activities with minimal direction.  May act as a principal specialist to develop new and innovative approaches, methodologies, and techniques, or as a team leader to define and direct challenging projects/ programs/activities. Identifies and resolves challenging problems or issues which often cross-organizational boundaries and impact the accomplishment of strategic objectives.

How it Works
This program allows participants to understand what competencies are needed to do the job, to estimate their competence, confidence, and currency with regard to applying each competency, and, to determine any need for learning and development opportunities.
What general and technical competencies does it take to effectively perform our jobs?

Competency Standards for Real Estate activities in the Regions and Centers are located in section Two.  This consolidated listing has been validated for the type of work required in order for those organizations to accomplish their mission.  They provide the structure and logic for learning and development decisions that will support their mission.  

Figure 1, are excerpts from the Real Estate Competency Standard.  The full listing of Critical and Important competencies are shown in Section 2.

Real Estate Competency Standards

CRITICAL COMPETENCIES

No.
Competencies


1. 
Applies real estate laws, principles, and practices for the acquisition and/or management and/or administration and/or condemnation and/or disposal of real property to support the FAA mission.

2. 
Makes reasoned decisions, independently.

3. 
Writes clear, concise, and well-organized documents.

4. 
Speaks in a clear, concise and well-organized manner.

5. 
Takes responsibility for personal decisions and actions.

6. 
Uses office automation applications; (e.g. word-processing, spreadsheets, communication practices, and database management).

7. 
Develops pre-negotiation strategies and applies appropriate negotiation techniques.

8. 
Applies best practice real estate principles in accordance with the Acquisition Management System (AMS).

IMPORTANT COMPETENCIES

No.
Competencies


14. 
Fosters and maintains effective working relationships with others.

15. 
Develops Acquisition Documentation required for Real Estate acquisitions; (e.g. negotiator reports, market surveys, Lease vs. purchase analysis, determinations and findings, operating vs. capital lease analysis).

16. 
Negotiates leases and provides lease management and enforcement for all types of facilities; (e.g., housing, office space, technical space).

17. 
Insures compliance with regulations; (e.g., proximity to flood plains, historic preservation, environmental remediation, handicap accessibility).

Figure 1.

What specific critical and important competencies must our employees develop in order to achieve our business mission and goals?

The Employee Competency Inventory provides an opportunity for each employee to estimate his/her need for learning for each critical and important competency that is needed by his or her organization.  This process allows employees to consider ongoing changes in policies, procedures, regulations, and technology when estimating their learning needs.  Figure 2 is an example of the Employee Competency Inventory.  The full Inventory is located at Appendix A.

Employee Competency Inventory

Real Estate Specialist

This document is designed to gather specific information about competencies that you may need to successfully accomplish your job.  You know the subtle facts about each competency: how competent, confident, and current you are with them considering the dynamics of changing policies, regulations, and technology associated with your work.

Instructions:  Indicate your current need to develop competence for each of the listed competencies by filling in one of the following numerical values in the boxes under the “Need” column: 

1= No Need,  2= Minimal Need,  3= Moderate Need ,  4= High Need,  5= Critical.Need


Item
Competencies
Need

1. 
Applies real estate laws, principles, and practices for the acquisition and/or management and/or administration and/or condemnation and/or disposal of real property to support the FAA mission.


2. 
Makes reasoned decisions, independently.


3. 
Writes clear, concise, and well-organized documents.


4. 
Speaks in a clear, concise and well-organized manner.


5. 
Takes responsibility for personal decisions and actions.


6. 
Uses office automation applications; (e.g. word-processing, spreadsheets, communication practices, and database management).


7. 
Analyzes and evaluates pertinent real estate information that supports acquisition.


8. 
Considers the factors that influence the selection of the appropriate acquisition method; (e.g., condemnation, purchase, lease, service agreements, or other agreements).


9. 
Negotiates interests in real property; (e.g., leases, agreements, outgrants, permits, easements, reimbursables).


10. 
Demonstrates skill in negotiation, persuasion and other conflict resolution techniques to achieve goals.


11. 
Develops pre-negotiation strategies and applies appropriate negotiation techniques.


12. 
Coordinates with program manager and/or customer on matters concerning regulatory requirements.




Figure 2

How can we optimally provide learning and development competence for employees to close performance gaps?

The employee’s estimations on this inventory should be the basis for discussion with the employee’s supervisor (or team leader) when planning learning opportunities.  The leader and employee should compare the employee’s estimations of training needs with the competency criteria listed in their organization’s Competency Standard.  This process will show relative gaps; e.g., no gaps, minimal gaps, large gaps.  The process will also provide some structure for determining the criticality for training.  (Is the employee’s perceived need for learning for a Critical or Important competency?)





Individual Competencies and Competence
Organizational Competence Requirements

Critical Competencies
Critical Competencies


Important Competencies
Important Competencies

After the competency inventory is administered and the employee’s learning needs are identified, then an Individual Development Plan (IDP) can be prepared.  Referring to the Competency Standard can facilitate the process of developing an IDP.  The competency learning needs should be sorted by the employee’s perceive needs 5,4,3,2,1.  Then those needs can be compared to the Competency Standard to justify selection of learning modes.  Most urgent is matching the employee’s critical learning needs with the organization’s Critical Competencies.  

Identifying learning for those critical needs can be aided by using the Critical Competency Learning Options Reference.   This reference lists required and/or optional learning opportunities for each technical critical competency.  The reference also lists the level that the competency normally applies: 1 Entry, 2 Intermediate, and 3 Senior.  The levels generally suggest the level of learning: 1 Basic, 2 Intermediate, and 3 Advanced. An example of this Reference is shown at Figure 3.

Critical Competency Learning Options Reference


Critical Competencies 
Level
Optional Sources

Analyzes and evaluates pertinent real estate information that supports acquisition.
2,3

1,2

2,3

1,2,3
Cost and price analysis of lease proposals (MCI)

Appraisal Theory & Practices/IRWA

Appraisal Principles and Appraisal Procedures/AI

Environmental Contamination in Real Estate (IRWA)

Negotiates interests in real property; (e.g., leases, agreements, outgrants, permits, easements, reimbursables).
1,2

1,2

1,2

1,2
Techniques of Negotiating Federal Real Property Leases (MCI)

Principles of Real Estate Negotiation (IRWA)

Federal Real Property Leasing (MCI)

Real Estate Acquisition (COE)

Figure 3 

A Learning Organization
expects change and prepares for developing their employees to achieve in a dynamic work environment.  The following activities can be used to plan, schedule, and evaluate learning opportunities. 

· Sort the employees’ competency development needs by Critical or Important categories.

· Determine the best method for acquiring the needed Critical Competence by answering....

...Should the learning be classroom, details or computer-based support?

...can the learning and development best be a combination of learning modes?

· Ask some of the following questions with regard to optional learning sources to help define the learning and competence development plan.  

Which opportunities address the most critical competencies?

What are the comparative developmental costs: learning options, travel, per diem?

What is the past history of the source delivering performance-based learning?

Which alternative learning opportunities will best fit; e.g., tutorials, distance learning sessions (CD-ROM learning stations, Internet/satellite-based classes, etc.)?

·  Plan practical application assignments that can improve competence.

Detail on project team?

Assignments to practice skills?  Implement procedures?, etc.

Conducting mini-training sessions for peers?

· Determine evaluation criteria:  List the specific tasks, format, and performance expectations associated with the competency to be learned and developed..

· Monitor the learning and competence development progress and document the outcome of the training process:


What was the learning opportunity?


Who provided the activity?


What new work can be accomplished?



What performance has developed/ increased?




What behavior has changed?


What competence was not achieved?

SECTION TWO


Real Estate Specialist Competency Standard
This list describes the competencies that have been validated as critical or important for the successful operation of the Real Estate function.  The validation process involved 100 percent participation.

Real Estate Specialist Competency Standard

CRITICAL COMPETENCIES

No.
Competencies


1. 
Applies real estate laws, principles, and practices for the acquisition and/or management and/or administration and/or condemnation and/or disposal of real property to support the FAA mission.

2. 
Makes reasoned decisions, independently.

3. 
Writes clear, concise, and well-organized documents.

4. 
Speaks in a clear, concise and well-organized manner.

5. 
Takes responsibility for personal decisions and actions.

6. 
Uses office automation applications; (e.g. word-processing, spreadsheets, communication practices, and database management).

7. 
Analyzes and evaluates pertinent real estate information that supports acquisition.

8. 
Considers the factors that influence the selection of the appropriate acquisition method; (e.g., condemnation, purchase, lease, service agreements, or other agreements).

9. 
Negotiates interests in real property; (e.g., leases, agreements, outgrants, permits, easements, reimbursables).

10. 
Demonstrates skill in negotiation, persuasion and other conflict resolution techniques to achieve goals.

11. 
Develops pre-negotiation strategies and applies appropriate negotiation techniques.

12. 
Coordinates with program manager and/or customer on matters concerning regulatory requirements.

13. 
Applies best practice real estate principles in accordance with the Acquisition Management System (AMS).

IMPORTANT COMPETENCIES

No.
Competencies


14. 
Fosters and maintains effective working relationships with others.

15. 
Develops Acquisition Documentation required for Real Estate acquisitions; (e.g. negotiator reports, market surveys, Lease vs. purchase analysis, determinations and findings, operating vs. capital lease analysis).

16. 
Negotiates leases and provides lease management and enforcement for all types of facilities; (e.g., housing, office space, technical space).

17. 
Initiates action.

18. 
Demonstrates behavioral skills necessary for successful teams.

19. 
Insures compliance with regulations; (e.g., proximity to flood plains, historic preservation, environmental remediation, handicap accessibility).

20. 
Applies laws, and regulations to the obligation and deobligation of funds for acquisitions.

21. 
Plans and organizes work.

22. 
Coordinates with program manager and/or customer on matters concerning regulatory requirements.

23. 
Facilitates cooperation, pride, trust, group identity and team spirit.

24. 
Conducts routine negotiations within defined or established policies and procedures.

25. 
Applies environmental protection principles, procedures, and program elements as outlined in Statutes, Regulations, Executive Orders, Treaties, Interagency Agreements, and DOT/FAA Orders.

26. 
Negotiates modifications to existing contract factors; (e.g. occupancy schedules, price/rental adjustments, alterations).

27. 
Identifies and collects information necessary to complete an analysis of a proposal.

28. 
Complies with Privacy Act.

29. 
Use appropriate data base systems to manage and track real property.

30. 
Demonstrates the content and intent of the Standards of Conduct for government employees.

31. 
Insures that fire/life safety and environmental standards; (e.g., HVAC, electrical), are included in solicitations and contract documents.

IMPORTANT COMPETENCIES
(Continued)

No.
Competencies


32. 
Prepares contract/lease closeout; (e.g. verifies that the terms and conditions have been satisfied, that there are no outstanding claims or disputes).

33. 
Coordinates with team members regarding program requirements.

34. 
Fosters positive relations and professional partnering among other disciplines (e.g., procurement, finance, engineering, personnel, safety, medical, etc.).

35. 
Articulates benefits, risks, and expected outcomes of programs and/or projects to customers and management.

36. 
Reviews, analyzes, recommends, and initiates action on problem situations; (e.g., incomplete specifications, material shortages, and/or termination).

37. 
Addresses the issues and/or prepares documentation to support legal counsel in applying remedies available to the government in Real Estate transactions.

38. 
Uses constructive techniques to persuade and convince others to follow a plan of action.

39. 
Maintains liaison with agencies and other related services.

40. 
Develops and reviews Statements Of Work.

41. 
Executes acquisition processes; (e.g., requirement development, source selection, evaluation and award).

42. 
Conducts difficult or controversial transactions involving complex negotiations with adversarial or hostile participants.

43. 
Conducts program/project analysis; (e.g., collecting information, analyzing data, and reporting findings).

44. 
Develop and/or monitor schedules and/or costs relating to Real Estate acquisition projects.

45. 
Evaluates price-related factors in offerors' proposals to compare offers and determine reasonableness.

46. 
Provides technical advice and guidance to management, staff, and customers.

47. 
Articulates benefits, risks, and expected outcomes of program to customers and management.

48. 
Adheres to computer security requirements; e.g., [Computer Security Act of 1987 (Public Law 100-235), OMB Circulars A-123 and A-130, and DOT/FAA policies and procedures].

49. 
Develops and negotiates innovative plans for compensating property owners; (e.g., property damage, restoration).

50. 
Conducts site visits to audit, assess, and analyze programs or specific problems.

51. 
Contributes to developing and updating FAA real estate acquisition policies and guidance.

52. 
Negotiates terms of agreements for granting use of government property; (e.g., surplus, outgrants, permits).

53. 
Uses appropriate acquisition management programs in daily acquisition activities.

54. 
Applies qualitative problem solving methods such as brainstorming.

55. 
Utilizes innovative techniques for project planning and real property tracking; (e.g., assessment, budgeting, justification, acquisition and/or disposal).

56. 
Evaluates risks associated with Real Estate project acquisitions and develops or selects risk reduction strategies

SECTION THREE


Critical Competency Learning Options Reference
This section provides a list of some options for learning opportunities 

for Critical Real Estate competencies.

Critical Competency Learning Options Reference

Introduction

Career development planning should include successful completion of required course(s) and other optional learning opportunities as well as accomplishing practical work experience in order to develop the necessary competence to achieve successful work performance.  

The list contains recommended courses that can be applied toward meeting the career development requirements.  However, the dynamics of changing policies, procedures and technology suggest that prudent career development planning include verifying the currency of course content and/or new course offerings.  Therefore, a list of approved training sources with their addresses and web sites is located at the end of this section.  Approved training sources are an effort to ensure appropriate training quality is maintained across the Real Estate function.

Minimum Training Requirements

In order to assure consistent learning opportunities, a minimum number of specific courses have been identified with vendors.  The vendors identified are the preferred vendors, substitutions may only be made if an alternate vendor can meet the course quality and content.  The minimum courses are written in Bold print in the training opportunities listing.  While these courses are not mandatory, you are strongly encouraged to take these courses in order to obtain a basic foundation of real estate related knowledge needed in the realty specialist series.  A minimum of two (2) identified courses should be successfully completed and the necessary job-centered competence developed before progressing to the next career level.  Some courses may be taken more than once during a career; the content may change or the content will have different meaning, as the individual becomes more experienced.

Using the Learning Options Reference

The competency learning needs should be sorted by the outcomes indicated by the employee’s Competency Development Inventory.  Most urgent is matching the employee’s critical learning needs with the organization’s critical competencies.  The appropriate learning opportunity is then selected from the indicated sources with emphasis placed on the required courses.  It is important to match the course level with the level of competence required for the individual to be successful.  For example, if an employee is working at the Entry level it may be appropriate to select a course level or other training opportunity denoted as levels 1 or 2, as opposed to a level 3.  All courses listed for a competency need not be taken, only the training needed for meeting a specific aspect of competency.  It’s important to note that learning opportunities may be repeated if it is found to be worthwhile.  For example, if a formal training course is taken at the entry level the individual may find it useful to retake the course as he/she progresses through their career.  The information obtained from a retaking may be more useful with the knowledge base developed during a career progression.

As previously stated in this document, the end result of learning opportunities is to develop specific competence in one or more areas.  For each competency below, depending on the individual or specific organizational need, formal training may not be the most appropriate option.  Acceptable alternatives to formal learning are on-the-job training, computer-based learning, developmental assignments, etc.  For example, if competence is needed in fire safety, it may be more beneficial to arrange a detail to work with the regional Airways Facilities Fire Safety Officer than to go to a formal training class.

Critical Competency Learning Options List

NOTE: The learning options list below does not indicate a career level for the non-technical competencies since developing these competencies should be assignment-specific and support increased competence as the scope and difficulty level of the job increases. 


Critical Competencies 
Level
Optional Sources

1. Applies real estate laws, principles, and practices for the acquisition, management, administration, condemnation and disposal of real property to support the FAA mission.
1,2

1,2,3

1,2

1,2

1,2

1,2

1,2

2,3

2,3
Federal Real Property Leasing/MCI

Federal Real Property Lease Law /MCI

Appraisal Theory & Practices/IRWA

Real Estate Acquisition (COE)

Lease Administration/MCI

Utilization and Disposal of Real Property/GSA

Real Estate Management & Disposal/COE

Real Estate Condemnation/COE

Appraisal Principles and Appraisal Procedures/AI

Space Planning and Utilization (IREM)

2. Makes reasoned decisions, independently.

Communications with confidence (Sales PEAK)

Appraisal Principles and Appraisal Procedures/AI

3. Writes clear, concise, and well-organized documents.

Fundamentals of writing (USDA)

Report writing (USDA/MCI)

Fundamental skills of communication (GSA on line university)

Basic business writing (GSA on line university)



4. Speaks in a clear, concise and well-organized manner.

Effective communication skills (FAA)

Briefing and presentations (FAA)

Communications in real estate acquisition (IRWA)

ToastMasters (Local Chapter)

5. Takes responsibility for personal decisions and actions.

Ethics and the Right of Profession (IRWA)

Annual FAA Ethics Training (FAA)

6. Uses office automation applications; (e.g. word-processing, spreadsheets, communication practices, and database management).

Word, Excel, Power Point, Access, Acquire and REMS (FAA Regional Offices and Centers)



7. Analyzes and evaluates pertinent real estate information that supports acquisition.
2,3

1,2

2,3

1,2,3
Cost and price analysis of lease proposals (MCI)

Appraisal Theory & Practices/IRWA

Appraisal Principles and Appraisal Procedures/AI

Environmental Contamination in Real Estate (IRWA)



8. Considers the factors that influence the selection of the appropriate acquisition method; (e.g., condemnation, purchase, lease, service agreements, or other agreements).
1,2

2,3


Real Estate Acquisition (COE)

Real Estate Condemnation (COE)

9. Negotiates interests in real property; (e.g., leases, agreements, outgrants, permits, easements, reimbursables).
1,2

1,2

1,2

1,2
Techniques of Negotiating Federal Real Property Leases (MCI)
Principles of Real Estate Negotiation (IRWA)

Federal Real Property Leasing (MCI)
Real Estate Acquisition (COE)

10. Demonstrates skill in negotiation, persuasion and other conflict resolution techniques to achieve goals.
1,2,3
Conflict management (IRWA)

Interpersonal relationships in real estate (IRWA)

Creatively solving problems in groups (IRWA)

Critical Competency Learning Options 

(Continued)


Critical Competencies 
Level
Optional Sources

11. Develops pre-negotiation strategies and applies appropriate negotiation techniques.
1,2

1,2

2,3
Techniques of Negotiating Federal Real Property Leases (MCI) and/or 

Principles of Real Estate Negotiation (IRWA)
Federal Real Property Leasing (MCI)

Cost and price analysis of lease proposals (MCI)


12. Coordinates with program manager and/or customer on matters concerning regulatory requirements.
1,2,3

2,3

1,2,3

1,2,3

1,2,3

1,2,3

1,2,3

1,2,3
Environmental Contamination in Real Estate (IRWA)

Introduction to Federal Project & Historic Preservation Law (IRWA)

Safety & Environmental Management in Federal & Public Buildings (GSA)

Intro to NEPA requirements and procedures (EPA or Airports)

Real Estate Relocation Assistance (IRWA)

Physical Security Briefing/Workshop (FAA)

Federal and FAA budget process an overview (FAA)

Federal Budgeting for Non-Budget Personnel (USDA)

ADA/UFAS Briefing/Workshop (FAA)

13. Applies best practice real estate principles in accordance with the Acquisition Management System (AMS).
1,2,3

1,2,3

2,3

1,2,3

1,2,3
Real Estate Seminars (national/local)

Federal Acquisition System Toolset (FAST)/AMS Overview (FAA)

Avoiding Surprises:  Trends in Regulation and Legislation (IREM)

Networking with and/or membership in professional organizations (e.g., BOMA, IRWA, MAI, CPM)

Professional Publications

APPROVED LEARNING SOURCES INFORMATION

Appraisal Institute

875 North Michigan Avenue, Suite 2400

Chicago, IL 60611-1980

(312) 335-4100

WWW.APPRAISALINSTITUTE.ORG 

Corps of Engineers

U.S. Army Engineer Division, Huntsville

ATTN: CEHND-TD-RG

P.O. Box 1600

Huntsville, AL  35807-4301

(256) 895-7405 

WWW.HND.USACE.ARMY.MIL/TO/PINDEX.HTM 

FAA Academy

Airports, Logistics, and Security Branch

PO Box 25082, 6500 S. MacArthur

Oklahoma City, OK 73125

(405) 954-6960

WWW.ACADEMY.JCCBI.GOV   

General Services Administration (MPE) Room 6214   (Note: All learning opportunities listed on the GSA Internet 

1800 F Street, NW



  site are approved for Real Estate career development).

Washington, DC 20405

(202) 208-1850

policyworks.gov/org/mp/library/policydocs/training



International Right of Way Association

13650 S. Gramercy Place

Gardens, CA  90249

(310) 538-0233

WWW.IRWA.COM or EDUCATION@IRWA.COM 

Lowry Air Force Base

3440 Technical Training Group

Acquisition and Contracts Training Division

Lowry AFB, CO 80230

(303) 676-3147

Management Concepts, Incorporated

1964 Gallows Road

Vienna, VA  22182

(703) 790-9595

WWW.MGMTCONCEPTS.COM 

U.S. Department of Agriculture Graduate School

Career Planning and Development Programs

600 Maryland Avenue, SW., Room 106

Washington, DC 20024-2520

(202) 314-3400

 WWW.GRAD.USDA.GOV 

APPENDIX 
Competency Development Inventory
This document should be used to inventory the employee’s competency learning needs.  Initially, it should be administered to all current employees and newly assigned employees to establish a baseline for their learning needs.  Then, employees should be inventoried annually.  The information gathered from these inventories would contribute to short-term learning requirements and long-term training and career development trend analyses.

Competency Development Inventory

Real Estate Specialist
This document is designed to gather specific information about competencies that you may need to successfully accomplish your job.  You know the subtle facts about each competency: how competent, confident, and current you are with them considering the dynamics of changing policies, regulations, and technology associated with your work.

Instructions:  Indicate your current need to develop competence for each of the listed competencies by filling in one of the following numerical values in the box under the “Development” column: 

0.= No Need,  1.= Minimal Need,  2.= Moderate Need ,  3.= High Need,  4.= Critical.Need

Item
Competencies
Development

1. 
Applies real estate laws, principles, and practices for the acquisition and/or management and/or administration and/or condemnation and/or disposal of real property to support the FAA mission.
( ( ( ( (

2. 
Makes reasoned decisions, independently.
( ( ( ( (

3. 
Writes clear, concise, and well-organized documents.
( ( ( ( (

4. 
Speaks in a clear, concise and well-organized manner.
( ( ( ( (

5. 
Takes responsibility for personal decisions and actions.
( ( ( ( (

6. 
Uses office automation applications; (e.g. word-processing, spreadsheets, communication practices, and database management).
( ( ( ( (

7. 
Analyzes and evaluates pertinent real estate information that supports acquisition.
( ( ( ( (

8. 
Considers the factors that influence the selection of the appropriate acquisition method; (e.g., condemnation, purchase, lease, service agreements, or other agreements).
( ( ( ( (

9. 
Negotiates interests in real property; (e.g., leases, agreements, outgrants, permits, easements, reimbursables).
( ( ( ( (

10. 
Demonstrates skill in negotiation, persuasion and other conflict resolution techniques to achieve goals.
( ( ( ( (

11. 
Develops pre-negotiation strategies and applies appropriate negotiation techniques.
( ( ( ( (

12. 
Coordinates with program manager and/or customer on matters concerning regulatory requirements.
( ( ( ( (

13. 
Applies best practice real estate principles in accordance with the Acquisition Management System (AMS).
( ( ( ( (

14. 
Fosters and maintains effective working relationships with others.
( ( ( ( (

15. 
Develops Acquisition Documentation required for Real Estate acquisitions; (e.g. negotiator reports, market surveys, Lease vs. purchase analysis, determinations and findings, operating vs. capital lease analysis).
( ( ( ( (

16. 
Negotiates leases and provides lease management and enforcement for all types of facilities; (e.g., housing, office space, technical space).
( ( ( ( (

17. 
Initiates action.
( ( ( ( (

18. 
Demonstrates behavioral skills necessary for successful teams.
( ( ( ( (

19. 
Insures compliance with regulations; (e.g., proximity to flood plains, historic preservation, environmental remediation, handicap accessibility).
( ( ( ( (

20. 
Applies laws, and regulations to the obligation and deobligation of funds for acquisitions.
( ( ( ( (

21. 
Plans and organizes work.
( ( ( ( (

22. 
Facilitates cooperation, pride, trust, group identity and team spirit.
( ( ( ( (

23. 
Coordinates with program manager and/or customer on matters concerning regulatory requirements.
( ( ( ( (

24. 
Conducts routine negotiations within defined or established policies and procedures.
( ( ( ( (

25. 
Applies environmental protection principles, procedures, and program elements as outlined in Statutes, Regulations, Executive Orders, Treaties, Interagency Agreements, and DOT/FAA Orders.
( ( ( ( (

26. 
Negotiates modifications to existing contract factors; (e.g. occupancy schedules, price/rental adjustments, alterations).
( ( ( ( (

Competency Development Inventory

0= No Need,  1= Minimal Need,  2= Moderate Need ,  3= High Need,  4= Critical.Need

 Item
Competencies
Development

27. 
Identifies and collects information necessary to complete an analysis of a proposal.
( ( ( ( (

28. 
Complies with Privacy Act.
( ( ( ( (

29. 
Use appropriate data base systems to manage and track real property.
( ( ( ( (

30. 
Demonstrates the content and intent of the Standards of Conduct for government employees.
( ( ( ( (

31. 
Insures that fire/life safety and environmental standards; (e.g., HVAC, electrical), are included in solicitations and contract documents.
( ( ( ( (

32. 
Prepares contract/lease closet; (e.g. verifies that the terms and conditions have been satisfied, that there are no outstanding claims or disputes).
( ( ( ( (

33. 
Coordinates with  team members regarding program requirements.
( ( ( ( (

34. 
Fosters positive relations and professional partnering among other disciplines (e.g., procurement, finance, engineering, personnel, safety, medical, etc.).
( ( ( ( (

35. 
Articulates benefits, risks, and expected outcomes of programs and/or projects to customers and management.
( ( ( ( (

36. 
Reviews, analyzes, recommends, and initiates action on problem situations; (e.g., incomplete specifications, material shortages, and/or termination).
( ( ( ( (

37. 
Addresses the issues and/or prepares documentation to support legal counsel in applying remedies available to the government in Real Estate transactions.
( ( ( ( (

38. 
Uses constructive techniques to persuade and convince others to follow a plan of action.
( ( ( ( (

39. 
Maintains liaison with agencies and other related services.
( ( ( ( (

40. 
Develops and reviews Statements Of Work.
( ( ( ( (

41. 
Executes acquisition processes; (e.g., requirements development, source selection, evaluation and award).
( ( ( ( (

42. 
Conducts difficult or controversial transactions involving complex negotiations with adversarial or hostile participants.
( ( ( ( (

43. 
Conducts program/project analysis; (e.g., collecting information, analyzing data, and reporting findings).
( ( ( ( (

44. 
Develop and/or monitor schedules and/or costs relating to Real Estate acquisition projects.
( ( ( ( (

45. 
Evaluates price-related factors in offerors' proposals to compare offers and determine reasonableness.
( ( ( ( (

46. 
Provides technical advice and guidance to management, staff, and customers.
( ( ( ( (

47. 
Articulates benefits, risks, and expected outcomes of program to customers and management.
( ( ( ( (

48. 
Develops and negotiates innovative plans for compensating property owners; (e.g., property damage, restoration).
( ( ( ( (

49. 
Adheres to computer security requirements; e.g., [Computer Security Act of 1987 (Public Law 100-235), OMB Circulars A-123 and A-130, and DOT/FAA policies and procedures].
( ( ( ( (

50. 
Conducts site visits to audit, assess, and analyze programs or specific problems.
( ( ( ( (

51. 
Contributes to developing and updating FAA real estate acquisition policies and guidance.
( ( ( ( (

52. 
Negotiates terms of agreements for granting use of government property; (e.g., surplus, outgrants, permits).
( ( ( ( (

53. 
Uses appropriate acquisition management programs in daily acquisition activities.
( ( ( ( (

54. 
Applies qualitative problem solving methods such as brainstorming.
( ( ( ( (

55. 
Utilizes innovative techniques for project planning and real property tracking; (e.g., assessment, budgeting, justification, acquisition and/or disposal).
( ( ( ( (

56. 
Evaluates risks associated with Real Estate project acquisitions and develops or selects risk reduction strategies
( ( ( ( (
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