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 Job Description 
Converse Economic Development Corporation  

 
Job Title: Senior Right of Way Agent – Temporary Position 
Department: Economic Development Corporation 
Reports to: Executive Director of the Economic Development Corporation 
 
General Description 

The Senior Right of Way Agent (“Agent”) is a high-level temporary position focused on a finite 
project which requires the applicant or incumbent to demonstrate and deliver high quality work.  
Under the direction of the EDC Executive Director, the Agent will assist clients with right-of-
way capital infrastructure projects often including: feasibility, acquisition, appraisal, relocation, 
negotiation, finance, costs, property management. He/she will work directly with clients, assist 
project managers and coordinate team members focused on real estate aspects of various 
projects.  The Agent will work with minimal supervision and he/she may act as lead in directing 
and reviewing work of consultants and others.  Property acquisition and relocation of persons, 
businesses and personal property, or services supporting the acquisition and relocation of 
properties associated with the proposed Toepperwein Relocation Project are primary 
responsibilities. 
 
Education and Other Required Qualifications 

The Agent must meet the following minimum requirements: 
1. Bachelor’s Degree or equivalent in Business Administration, Public Administration, Real 

Estate or related field from an institution accredited by a nationally recognized education 
accrediting agency. 

2. Seven years’ experience in the right-of-way field (acquisitions, real estate negotiations, 
appraisals, and title examination). 

3. Familiarity with the Uniform Relocation Act, the Eminent Domain Process and right-of-
way acquisitions; or the Federal and State laws and regulations related to acquisition and 
relocation procedures. 

4. Knowledge and understanding of documents related to title, appraisals, environmental 
and surveying. 

5. Strong client relations, communication and presentation skills, and the ability to deal with 
residential and commercial property owners. 

6. Proficient in Microsoft Office, Excel, Project Management, and Access. 
7. Satisfactory results of background and pre-employment screening checks. 
8. Have and maintain a clear and valid Texas Class C or higher driver’s license and an 

acceptable driving record. 
 
Preferred Qualifications 

Preference will be given to Applicants who have: 
1. Land title and appraisal experience; 
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2. Senior Right of Way Professional Certification; and 
3. Familiarity with scheduling, database and GIS programs. 

 
Physical and Mental Requirements 

In order to successfully achieve the goals of the EDC, the Agent must meet the following 
physical and mental requirements with or without reasonable accommodation. 

1. The ability to understand, learn, remember and communicate information about the job. 
2. The ability to understand the meaning and use of the English language and the ability to 

speak words understandably and effectively in the English language. 
3. Good hearing and listening abilities, that is, the Agent must be able to hear spoken words 

from co-workers, supervisors and others. 
4. Ability to remember details and logically process information. 
5. Good motor coordination skills; for example, the Agent must be able to coordinate his or 

her eyes, hands and fingers rapidly and accurately in order to handle precise movements 
such as operating office equipment, driving, typing and in response to visual, auditory 
and other stimuli. 

6. Make/use repetitive hand motions over an extended period, as when driving, typing, or 
using office equipment. 

7. Sit, stand, move around, bend, reach, stretch, push and pull and remain upright for 
extended periods of time. Must be able to lift or move objects weighing as much as 40 
pounds. The activities and the approximate amounts of time required per day for each are 
shown below. 

a. Sitting - 65% 
b. Bending - 5% 
c. Standing - 5% 
d. Lifting and moving objects up to 25 pounds - 5% 
e. Pushing or pulling - 5% 
f. Reaching - 5% 

g. Moving/Driving out of the office environment - 10% 
8. Work efficiently and effectively under pressure in order to meet deadlines. 

Essential Job Duties 

The Agent must be able to perform the following essential job duties with or without reasonable 
accommodation. 

1. Review, research and implement the scope of the project for each individual parcel. 
2. Carry out the necessary actions under the Uniform Relocation Act for each parcel, 

including: 
a. Producing notices for each property owner, explaining the acquisition process, 

policies and procedures; 
b. Soliciting and ensuring the written appraisal process is performed by Licensed 

Appraisers for each parcel; 
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c. Ensuring the appraisal identifies and values all real property improvements and 
damages that were present at the time of the original acquisition; 

d. Soliciting and ensuring written appraisals are performed, prior to commencing 
negotiations process; 

e. Conduct an appraisal report review through a State licensed Real Estate 
Appraiser; 

f. Obtain EDC Board’s approval of the final value determined by the formally 
reviewed appraisal report; 

g. Research and use every method available to attempt to locate the former property 
owner and/or their living heirs; 

h. Utilize specific data from appraisal reports and photographs to document the 
dwelling’s characteristics, as most have been sold or destroyed; 

i. Compute replacement housing supplements; 
j. Contact former property owner (or their living heirs) to determine if the original 

replacement dwelling would result in the payment of a replacement housing 
payment; and 

k. Present and obtain necessary approvals from the EDC Executive Director and the 
EDC Board. 

3. Produce, review and regularly update/maintain schedule for completion of actions 
necessary for each parcel acquired. 

4. Provide excellent customer service by participating in regular contact with both internal 
and external clients. 

5. Use good oral and written communication skills to present a good, positive impression on 
others. 

6. Communicate effectively with the Executive Director, co-workers, the EDC Board and 
others (internally and externally) in order to provide, exchange, or verify information, 
answer inquiries, address issues, or resolve and/or report problems or complaints. 

7. Work after hours and on weekends as needed. 
8. Use good judgment and making good decisions in matters related to the job. 
9. Follow EDC policies and procedures and the instructions of the Executive Director. 
10. Be helpful, cooperative and courteous, and demonstrate a good attitude in all dealings 

with the public, co-workers and others. 
11. Be punctual and in attendance on a regular basis. 
12. Demonstrate initiative and diligence in the prompt and proper completion of all job 

duties, whether or not listed in this Job Description. 
13. Safeguard EDC property and recognize and report needed repairs. 
14. Work safely, follow safety rules and training, and maintain a clean, safe and healthful 

working environment. 
15. Maintain appropriate confidentiality with regard to EDC and City of Converse business. 
16. Perform other duties as assigned by the EDC Director. 

 
ACKNOWLEDGEMENT: 

I acknowledge that I have read and understand this Job Description. If I have any questions about 
this Job Description or my job duties, I will discuss those questions with my supervisor 
immediately. 
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This Job Description describes essential duties and qualifications considered necessary to 
perform the job successfully.  The statements made in each section of this Job Description are 
not all inclusive and the acceptance of the job described above by an applicant or the holding of a 
job by an employee does not in any way create a contract between the EDC and an applicant or 
employee. 
 
Employees are employed on an at-will basis; this means an employee may resign employment at 
any time for any or no cause and the EDC reserves the right to modify or terminate an 
employment relationship at any time and for any or no cause. 
 
This Job Description is not a contract and does not alter the at-will employment relationship.  I 
understand that my job and this Job Description may change and that this Job Description will be 
used as a tool to evaluate my performance. 
 
 
 
            
Signature      Date 
 
 
 
       
Printed Name 


