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JOB DESCRIPTION 
 

TITLE 
   Real Estate Representative 

NUMBER 
    50007535 

JOB FAMILY 
   Corp Svcs 

GRADE 
    9 

DATE REVIEWED 
   April 2012 

FLSA CLASSIFICATION 
    Exempt 

JOB SUMMARY 
Independently manages real estate activities on all but the most complex company-generated and New Customer 
Construction (NCC) projects. Uses public and company records to research and determine ownership, operating 
rights, and other real property issues. Prepares legal descriptions and appraisal reports. Prepares correspondence 
and advanced real estate documents (i.e. easements, deeds, permits, consent agreements, etc.). Negotiates, 
obtains, interprets and defends PSE’s operating rights on public/private property. Responds to internal and external 
customers regarding any real estate issues. 
 
Upholds the safety compliance standards inherent in PSE’s operating and/or field procedures related to work 
responsibilities. Promotes and supports a culture of total safety. 
 

JOB RESPONSIBILITIES 
 Independently coordinates real estate activities with PSE’s service providers and project teams. 
 Prepares, reviews and interprets legal documents and correspondence for all real estate activities. 
 Performs research and analysis of public and company records, and conducts field inspections. 
 Prepares, orders, reviews and interprets complex appraisal reports. 
 Reads, creates and interprets real property legal descriptions.  
 Prepares, issues, and renews Limited Use Permits/Consent Agreements. 
 Negotiates with landowners, attorneys, etc. to acquire/dispose of operating rights for PSE, including 

easements, permits, licenses, franchises (i.e. WSDOT), and consents. 
 Represents PSE’s interests with customers and governmental agencies. 
 Responds to internal and external customer real estate inquiries. 
 Provides cost estimates for project budgeting purposes. 
 Coordinates contractor/vendor real estate activities including surveying, mapping, title, appraisal, negotiation, 

legal and brokerage services. 
 Resolves encroachments and other legal challenges involving PSE’s real estate interests. 
 When necessary, participates with PSE’s legal council in litigation processes, including condemnation. 
 Performs other duties as assigned. 

MINIMUM QUALIFICATIONS / KNOWLEDGE / SKILLS / ABILITIES 
 High school diploma or equivalent, and valid driver’s license. 
 Excellent written and verbal communication skills. 
 Basic computer and software skills. 
 Demonstrated understanding of appraisal, engineering, law and negotiations principles/terms. 
 Experience and demonstrated skills with real property legal descriptions, appraisals, title research, and 

engineering drawing interpretation. 
 Experience with Gas and Electric Utility systems. 
 Strong negotiation skills with proven track record of successful acquisition work on projects. 
 Successful completion of IRWA courses 100, 201, 401, and 902 or equivalent. 

DESIRED QUALIFICATIONS / KNOWLEDGE / SKILLS / ABILITIES 
 BA/BS degree in Business Administration or related field or equivalent experience.  
 Strong working knowledge of PSE gas/electric systems, procedures and internal contacts.  
 Knowledge of specialized permit requirements (i.e. railroads, WSDOT, etc.). 

 


