PART T DEPARTMENT OF HUMAN RESOURCES DEVELOPMENT 2.780
STATE OF HAWAIT

Class Specifications
for the Class:

LEASING SPECIALIST

Class Distinguishers:

Complexity: Independently performs all activities required
to acquire and maintain leases for commercial office space for
agencies of various State departments. Work includes
responsibility for providing adequate office accommodations at
reasonable cost on a timely basis and involves determining the
amount of space allowed in accordance with the Department of
Accounting and General Services (DAGS) standards, researching and
identifying available office spaces and lease rates, and
negotiating terms and conditions, and monitoring compliance with
lease agreements. Complexity of assignments range from standard
tasks such as determining the amount of space allowable based on
DAGS space standards, to difficult assignments including
negotiating long-term leases where all general terms and
conditions are subject to negotiation, depending on the
landlord's requirements. Work is performed under the general
supervision of the Leasing Program Manager.

Personal Contacts: Personal contacts are with commercial
real estate brokers, landlords, property managers, attorneys, and
representatives of State agencies for the purpose of gathering
information for pre-negotiation preparations, conducting lease
negotiation activities and maintaining and monitoring the
negotiated leases.

Full Performance Knowledge and Abilities: (Knowledge and
abilities required for full performance in this class.)

Knowledge of: Principles and practices of commercial
leasing and property management; leasing program policies,
guidelines and procedures; legal instruments regarding real
property leasing; real estate appraisal methods; real estate
market survey methods and techniques; sources of real property
information; and report writing.

Ability to: Research and analyze user agency functions and
real estate market data; effectively negotiate lease terms and
conditions; read and interpret building floor plans and drawings;
monitor and ensure that terms of lease agreements are met;
determine/advise agencies on the suitability of office spaces;
communicate effectively with landlords, commercial real estate
brokers, and other individuals, for the purpose of negotiating
terms and conditions of leases; and establish and maintain
effective working relationships with landlords, commercial real
estate brokers, representatives of user agencies and others for
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the purpose of obtaining information, discussing proposed
alternatives and resolving problems.

Examples of Duties: (Positions may not be assigned all of the
duties listed, nor do the examples necessarily include all the
duties that may be assigned. The omission of specific statements
does not preclude management from assigning such duties if such
duties are a logical assignment for the position. The
classification of a position should not be based solely on the
examples of duties performed.)

1. Reviews requests from agencies in various departments
to lease office spaces or to renew existing leases, and
recommends the approval or denial of lease requests.
This involves determining the amount of space
authorized by DAGS space standards, evaluating the
adequacy of current spaces, identifying target
locations, and ascertaining the acceptability of lease
rates and type/quality of available real property.

2. Reviews proposals for tenant improvements and
renovations to ensure compliance with DAGS office space
standards and approved space computations.

3. Advises user agencies to optimize utilization of office
space to accommodate program requirements.

4. Initiates and conducts pre-negotiation meetings with
landlords, commercial real estate brokers or attorneys.

5. Conducts market surveys to identify office spaces
available for lease, and lease rental rates by
geographic area.

6. Develops estimates of the fair market value of office
lease rentals in selected locations.

7. Reviews current State office leases to determine the
possibility of consolidating the user agency into an
existing leased space with other agencies or into a
leased space that is currently vacant.

8. Establishes parameters for lease negotiations, such as
base rents, free rent, common area maintenance rates,
termination clauses, improvement allowances, moving
costs and operating expenses.

9. Negotiates terms for new leases and lease renewals with
landlords, commercial real estate brokers or attorneys.
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10.

11.

12.

13.

14.

15.

16.

17.

Prepares and reviews various lease documents, including
the Offer to Lease, lease agreements, and lease
amendments.

Maintains inventory system for lease agreements and
tracks the tenure of existing leases in order to
conduct and conclude renegotiations on a timely basis.

Prepares reports on the progress of lease negotiations
and the current status of the lease portfolio.

Conducts scheduled site visits to monitor the quality
of building operations services (e.g., grounds,
custodial, repair and maintenance services) provided
for in the lease agreement.

Investigates tenant/lessor complaints relating to the
lease and quality of building operations and
coordinates the resolution of problems with the
tenant/lessor.

Reviews billings from lessors for any deviation or
adjustment in lease rental charges and rectifies errors
found in the billings.

Monitors actual expenses for leases in comparison to
budgeted amounts and recommends adjustments to budgets
as required.

Prepares bills to user agencies for reimbursement of
unbudgeted tenant improvements, federal and special
funded reimbursements, and other expenses.

This is the first specification for the new class LEASING
SPECIALIST.

EFFECTIVE DATE: June 16, 1992

DATE APPROVED: 10/6/95 /s/ Ann K. Kon

JAMES H. TAKUSHI
Director of Human Resources Development
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