
City of Mesa - Real Estate Services 

 

 

PROPERTY MANAGEMENT COORDINATOR 

 

 

JOB DESCRIPTION 
 

Classification Responsibilities:  A Property Management Coordinator is responsible for the care and 

management of various agricultural-related properties assigned to the Real Estate Services Division.  

The incumbent in this position performs highly specialized and potentially sensitive work involving the 

care, lease, purchase, sale and exchange of various agricultural properties.  This position is involved in 

the review of complex and high dollar projects on a large number of farm sites, park sites, and farmlands 

located outside the City of Mesa borders, including the City’s water farm property.  This position 

performs related duties as required. 

 

Distinguishing Features:  This class is distinguished from the class Property Acquisition Supervisor by 

the absence of City acquisitions activities and large development projects, and the absence of 

supervisory responsibilities.  This position is primarily involved in acquisition and management 

functions for predominately agricultural lands.  The employee in this class is responsible for short-term 

and long-term planning, development and administration of program goals, objectives, budget 

preparation and serves as an advisor to other departments and upper management on agricultural issues. 

As directed by the immediate supervisor, the incumbent represents the City of Mesa at various public 

meetings, irrigation district board meetings and electric district board meetings.  An employee in this 

classification is expected to exercise considerable independent judgement and discretion in caring for 

and managing all agricultural properties owned by the City.  This position is held responsible for the 

condition of all City-owned agricultural properties, for optimizing various agricultural-related lease 

incomes, the daily care of various citrus groves, the preservation of land and farm improvements, 

monitoring field and crop conditions, and preserving the grandfathered water rights and historic crop 

base acres in the water farm acreage.  This class is supervised by the Real Estate Services Director and is 

FLSA exempt-administrative. 

 

QUALIFICATIONS 
 

Minimum Qualification(s) Required.  Any combination of training, education, and experience 

equivalent to graduation from an accredited college or university with a Bachelor’s Degree in 

Agricultural Management, Business Administration, Public Administration, Marketing, Real Estate, or 

closely related field.  Three or more years technical experience (preferably in the public sector) in 

Agribusiness, Real Estate Development, federal United States Department of Agriculture (USDA) 

programs, economic development, marketing and/or public relations related to land development.  

Incumbent will need to have requisite training in commercial pesticide application to permit the 

acquisition of a commercial pesticide applicator’s license within the first six months of employment.  

Must have basic familiarity with hazardous materials and potential safety issues with illegal dumpsites.   

 

Special Requirement(s).  Must possess a valid Arizona Driver's License by hire date.  Must be able to 

obtain Commercial Pesticide Applicator license within first six months of hire. 
 

Substance Abuse Testing.  None. 
 

Preferred/Desirable Qualification(s).  Work experience above entry-level in agriculture (with 

experience in citrus growing), civil engineering, administration, real property appraisal, or closely 

related area, is highly preferred. 
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ESSENTIAL FUNCTIONS 
 

Communication:  Represents the City at various public meetings to convey information, explain 

policies, answer questions, outline expectations, respond to complaints, and solve problems.  Responds 

to issues such as (but not limited to):  the City’s water farms, possessor interest taxes, City lease rates, 

use and development of City agricultural properties, and land use plans as they relate to City property.  

Develops policies and practices for the management of City property as well as productive uses of the 

City water farms and citrus groves.  Writes legal descriptions for easements and deeds, and prepares 

documents for the extinguishment of easements and vacating of rights-of-way.  May also prepare 

documents for abandonments and vacation of properties.  Prepares clear, concise, written reports of 

projects completed and/or problems encountered and resolved.  Also prepares information on 

promotional materials, financial summaries, agreements, data analysis, and justifications to provide 

necessary information to management staff, advisory boards, and the general public as well as elected 

officials.  Communicates effectively with members of the public having diverse educational 

backgrounds and values. 

 

Manual/Physical:  Draws or letters schedules, plats, or similar objects for clients’ review.  Operates a 

motor vehicle requiring a standard Driver’s License to visit clients and inspect farms and properties.  

Operates standard office equipment, including a personal computer and related software.  Enters data 

into personal computer to maintain records or research information.  Utilizes USDA required software, 

mapping systems and environmental guidelines to maintain compliance with USDA-funded program 

guidelines.  May come in contact with illegal dumpsites and hazardous materials in remote locations.  

Observes properties, demolitions, and reconstructions to determine compliance with contractual 

obligations.  Visits farming operations (sites, farms, fields, buildings and structures having limited 

access) to determine necessary applications of fertilizers, pesticides and other products to enhance the 

property usage, and to monitor and evaluate their conditions.  Interfaces with structural and electrical 

engineers, pump repair companies, water and electrical utilities in reviewing plans and specifications. 

 

Mental:  Assists in developing long-range planning and funding sources for improvements for farm 

lands, and various agricultural and citrus sites.  Develops complex plans to submit to USDA to obtain 

funding for improvements, utilizing working knowledge of and understanding in the application of 

Geographic Information System (GIS), land surveying, engineering, construction and environmental 

programs to complete the funding application and enter into a contract for the projects.  Conducts 

detailed credit review on new and current lessees to prevent loss of income to the City.  Reviews weekly 

market updates on changes within the banking community, financial conditions and agricultural credit 

markets to determine if adjustments are needed in City lease rates.  Serves as an advisory member to the 

Board of Directors of irrigation districts as directed by management.  Prepares and monitors line items 

in the budget which are affected by USDA programs and other special projects.  Maintains current 

knowledge on issues, such as, but not limited to: Native American lands, water, environmental, 

agricultural and bankruptcy to assist and/or advise the City Attorney’s office in reviewing legal 

documents and issues related to potential water claims.
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Knowledge and Abilities: 
 

Knowledge of: 

 

the effect of state and federal legislation on the City’s water management goals and the Arizona 

Groundwater Code; 

USDA regulations and funding calculations; 

compliance with grant-funding source record-keeping requirements; 

hazardous materials and illegal dumpsite regulations; 

farm management practices and agricultural use of lands; 

maintenance procedures for vacant and improved lands, including farm lands; 

residential and commercial leasing, including collection of delinquent accounts; and 

tenant improvements and related construction procedures. 

 

Ability to: 

 

communicate effectively with a wide variety of people including but not limited to upper level 

management, federal regulatory entities, farmer-tenants, utility companies, potential business partners, 

engineers and construction contractors; 

understand and utilize banking regulations and agricultural credit market information; 

prepare meaningful statistical reports and written reports for City Council review; 

review construction plans and specifications; 

conduct detailed credit review of lessees; 

understand and utilize applications of GIS, land surveying, engineering, construction and environmental 

programs; 

complete application for funding and enter into contract for various projects, utilizing USDA and other 

funding source requirements; 

prepare and monitor line items in the budget; 

provide support to City Attorney’s Office on Native American, water, environmental, agricultural and 

bankruptcy issues to protect the City’s interests; and 

review legal documents, technical materials and research items to support City’s water claims. 

 

The duties listed above are intended only as general illustrations of the various types of work that may 

be performed.  Specific statements of duties not included does not exclude them from the position if the 

work is similar, related, or a logical assignment to the position.  Job descriptions are subject to change 

by the City as the needs of the City and requirements of the job change. 
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