
HUMAN RESOURCES DEPARTMENT 
 

Hiring Department’s Request to  
Offer an Initial Classified Position Salary 

Above Step 3 
 
Note: The Hiring Department must complete this form and have it approved by the Human Resources  

Director before making an offer of employment for a classified position with a salary above Step 3. 
 
Candidate’s Name: Anne M. Engel Position to be Filled: Real Estate Assistant 
Requested by (Hiring Manager): Elizabeth Ryan Hiring Manager’s Job Title: Director of Hsg. Policy 
Hiring Department: CPED/REDS Date of Request: March 24, 2006 
 

Criteria Considered Minimum Qualifications of Vacancy Current Qualifications 
of Candidate 

1. Number of years of similar 
or related work experience 

 

Two years of relevant experience in real estate 
involving purchasing, developing, packaging 
and/or refinancing real estate. 

Ms. Engel has 23 years of 
relevant real estate work 
experience coupled with 
paralegal experience in 
the real estate field.  

2. Relevant 
educational/training 
accomplishments  

 

Associate Degree in Business, Public Admin., 
Finance, Real Estate or related field  

Ms. Engel has a 
Secretarial Science 
Degree from St. Cloud 
Technical College as well 
as one year in the  Legal 
Assistant Degree Program 
from Inver Hills 
Community College 

3. Relevant set of 
knowledge/skills/abilities  

 

Thorough knowledge of land plats, tax and 
assessment computations.  Knowledge of and 
ability to read real estate documents such as 
deeds and legal descriptions 
of property. 
 
Knowledge and ability to utilize modern  
computer software 
 

Ms. Engel has 
considerable knowledge 
in these areas. Her past 
experience includes 
interpreting complex real 
estate and related legal 
documents.  She is 
proficient in access and 
other database systems.  

 
 
Difficulty in filling the position 
because of unique skill requirements 

Comments: This position is central to the real estate functions of the City.  
It is extremely important that the person have a good grasp of all aspects 
of real estate.  We were fortunate to find a candidate with this depth of 
knowledge and experience augmented with a paralegal background. 

Department’s capacity to pay for the 
higher starting salary. 

Comments: It is within the budget of the department. The person who 
retired from this position was at top step with full benefits.  

 
Salary Range for Position Current Salary of Candidate Proposed Salary  

 
$17.86  -   $25.75  per hour 

 
$  35.00 per hour  

 
$  25.75 per hour 

 
Approved  (HR Director) 

 
Signature Date 

 


