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Assistant Property Agent 
Examination Announcement 

Departmental Open Examination for the Following Location(s):  

Headquarters - Sacramento 

Final Filing Date: Continuous Filing 

Salary: $3,824.00 - $4,788.00 

EEO 
 

The State of California is an equal opportunity employer to all, regardless of age, ancestry, color, 
disability (mental and physical), exercising the right to family care and medical leave, gender, gender 
expression, gender identity, genetic information, marital status, medical condition, military or veteran 
status, national origin, political affiliation, race, religious creed, sex (includes pregnancy, childbirth, 
breastfeeding and related medical conditions), and sexual orientation. 

 
DRUG FREE STATEMENT 

 
It is an objective of the state of California to achieve a drug-free state work place. Any applicant for state 
employment will be expected to behave in accordance with this objective because the use of illegal drugs is 
inconsistent with the law of the state, the rules governing civil service and the special trust placed in public 
servants. 

 
WHO SHOULD APPLY? 

 
Candidates who meet the minimum qualifications as stated may apply for this examination. Once 
you have taken the examination, you may not reapply for twelve (12) months. All applicants must 
meet the education and/or experience requirements as stated on this examination announcement. 
 
FILING INSTRUCTIONS 

 
Applicants may apply via mail or hand deliver the application and Qualifications Assessment to the Human 
Resources Division at the address listed below.  Applications (STD. 678) are available at CalHR’s website 
www.jobs.ca.gov . 
 

The Qualifications Assessment for Assistant Property Agent can be downloaded from the California 
Department of Veterans Affairs web site at: www.calvet.ca.gov or copies may be obtained by calling (916) 653-
2535, or by going to the address listed above. 

 

California Department of Veterans Affairs (CalVet) 
Attn: Assistant Property Agent 
1227 O Street, Room 404 
Sacramento, CA 95814 
 

The Qualifications Assessment for Assistant Property Agent and the Standard State Application 
(STD 678) are included in this examination bulletin package. Please ensure that all attached 
documents are completed in their entirety before submitting to the address listed above. 
 

NOTE: Only applications with original signature will be accepted. Facsimiles (FAX) or emailed applications will 
not be accepted under any circumstances. 
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Submit applications only to the address indicated above. Do not submit to the California Department 
of Human Resources (CalHR).  

 
SPECIAL TESTING ARRANGEMENTS 

 
If you have a disability and need special assistance or special testing arrangements, mark the appropriate box on 
the “Examination Application”. You will be contacted to make special arrangements.   
 
REQUIREMENTS FOR ADMITTANCE TO THE EXAMINATION 

 
NOTE:  All applicants must meet the education and/or experience requirements as stated on this examination 
bulletin by the final filing date. Your signature on your application indicates that you have read, understood, and 
possess the qualifications required.  
 
NOTE:  Applications/resumes MUST contain the following information: "to" and "from" dates 
(month/day/year), time base, civil service class title(s), and range, if applicable. College course information 
MUST include: title, semester or quarter credits, name of institution, completion dates, and degree (if 
applicable).  
 
Applications/resumes received without this information may be rejected. 

 
MINIMUM QUALIFICATIONS 

 
EITHER I 

One year of experience in the California state service performing the duties comparable to a Junior 
Property Agent. (Persons with nine months of qualifying experience in the California state service may be 
admitted to the examination but they must satisfactorily complete one year of such experience before they 
can be considered eligible for appointment.) 
 

Or II 
Three years of experience within the last ten years acquired in one or a combination of the following types of 
work in a governmental agency, bank, title and trust, savings and loan, insurance, real estate or similar 
organization lending on or acquiring real property: (1) property appraisal; or (2) building cost estimation; or (3) 
evaluation of qualifications of applicants for real estate mortgage credit; or (4) examination and interpretation of 
property titles. 

(Experience in real estate sales or transfers will not be considered equivalent to the appraisal and valuation 
work referred to in this requirement.) (This time limitation is extended for a period equivalent to that spent in 
recognized military service during the last ten years.) AND 

Education: Equivalent to graduation from college. (Additional qualifying experience may be substituted for the 
required education on a year-for-year basis.) 

POSITION DESCRIPTION  
 

This class is a continuation of the on-the-job and other training received at the Junior Property Agent level. 
Typically agents at the Assistant level have responsibility for technical assignments of average difficulty and 
work with less latitude for independent action. Close supervision is provided on projects and activities 
requiring greater responsibility and technical competence. They participate to a greater extent in property 
acquisition and loan servicing assignments and decision-making actions are supervised and reviewed. 

IFICIONS 
ELIGIBLE LIST INFORMATION 

 
Names of successful competitors are merged onto the list in order of final scores, regardless of date. 
Eligibility expires after 12 months unless the needs of the services and conditions of the list warrant a 
change in this period. The resulting eligible list will be used to fill vacancies at the Department of 
Veterans Affairs Headquarters - Sacramento. 
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EXAMINATION INFORMATION 
 

 
Qualifications Assessment—Weighted 100% 
 
This examination will consist of a Qualifications Assessment weighted 100%. Candidates must attain an overall 
minimum score of 70% in order to be placed on the eligible list. 
 

NOTE: It is especially important that each applicant take special care to accurately and completely fill out their 
application, List all experience relevant to the “Minimum Qualifications” shown on this announcement. 
 

CANDIDATES WHO DO NOT COMPLETE OR SUBMIT THE QUALIFICATIONS ASSESSMENT WILL BE 
DISQUALIFIED. 

 
SPECIAL REQUIREMENTS 

 
Interest in and aptitude for real property appraisal and management, a willingness to work irregular hours 
and to travel to all parts of the State, and possession of a valid California driver’s license; applicants who do 
not possess this license will be admitted to the examination but must secure the license prior to 
appointment. 

 
KNOWLEDGE & ABILITIES 

 
Knowledge of: 

1. Basic principles of land economics. 

2. General concepts and practices in property appraisal and building construction. 

3. Principles, methods and techniques involved in real property appraisal. 

4. Provisions of the Military and Veterans Code as it relates to real property. 

5. Legal procedures and documents involved in real property transactions. 

6. Real property law. 

7. Common methods of describing real property. 

8. Property values and the effect of social, economic and political trends upon value, price and cost of 
improvements. 
 
 

Ability to: 
1. Gather, assemble, and analyze data. 
2. Make mathematical computations. 
3. Gain and maintain confidence and cooperation of persons contacted in the work. 
4. Speak and write effectively. 
5. Analyze situations accurately and adopt an effective course of action. 
6. Prepare correspondence and reports. 

ENEFITS 
VETERANS PREFERENCE 

 
Veterans’ preference credits will be added to the final score of those competitors who are successful in this 
examination and who qualify for, and have requested, these points.  VETERANS WHO HAVE ACHIEVED 
PERMANENT CIVIL SERVICE STATUS ARE NOT ELIGIBLE TO RECEIVE VETERANS CREDITS. 

IMPORTANT CHANGES – EFFECTIVE JANUARY 1, 2014 

Assembly Bill 372, signed into law by Governor Brown on August 12, 2013, changes the way the Veterans’ 
Preference process is administered by the State of California.  Veterans’ Preference will be awarded as 
follows, starting on January 1, 2014: 

1. Any veteran, widow or widower of a veteran, or spouse of a 100 percent disabled veteran, who achieves a 
passing score in an entrance examination, shall be ranked in the top rank of the resulting eligibility list.  Any 
veteran who has been dishonorably discharged or released is not eligible for veteran’s preference. 

2. An entrance examination is defined, under the law, as any open competitive examination. 

3. Veterans’ Preference is not granted once a person achieves permanent civil service status. 

http://leginfo.legislature.ca.gov/faces/billNavClient.xhtml?bill_id=201320140AB372&search_keywords=
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HOW TO APPLY FOR VETERANS PREFERENCE 

The California Department of Human Resources (CalHR) has information on how to apply for Veterans’ 
Preference on their website at www.jobs.ca.gov and on the Application for Veterans Preference form (CalHR 
1093).  Additional information is also available at the Department of Veterans Affairs website at 
www.calvet.ca.gov.EER CREDITS 

CONTACT INFORMATION 
 

For additional information regarding this examination, please contact the Department of Veterans Affairs (CalVet) 
Examination Unit at (916) 651-7799. 
 
 DISCLAIMER 
 
Please click on the link below to review the official California State Personnel Board class specification: 
Assistant Property Agent. 
 
GENERAL INFORMATION  

 

The Department of Veterans Affairs (CalVet) reserves the right to revise the examination plan to better the 
needs of the service if the circumstances change under which this examination was planned. Such revision will 
be in accordance with civil service laws and rules and all candidates will be notified. 

 
It is the candidate's responsibility for an examination without a written feature to contact the Department of 
Veterans Affairs (CalVet) three weeks after the final filing date if he/she has not received any notification. 

 
It is the candidate's responsibility for an examination with a written feature to contact the Department of 
Veterans Affairs (CalVet) six weeks after the final filing date if he/she has not received any notification. 

 
If a candidate's notice of oral interview fails to reach him/her 3 days prior to their scheduled appointment date due to 
a verified postal error, he/she will be rescheduled upon written request. It is the candidate's responsibility to 
contact the CalVet at (916) 653-2535. 

 
Examination Locations: Locations of interviews may be limited or extended as conditions warrant. 

 
Examination Applications are available at www.jobs.ca.gov, CalHR State Jobs Center, State Personnel Board 
offices, local offices of the Employment Development Department and the testing department on this job bulletin. 
 
If you meet the requirements stated on this bulletin, you may take this examination, which is competitive. Possession 
of the entrance requirement does not assure a place on the eligible list. Your performance in the examination will be 
compared with the performance of the others who take this test, and all candidates who pass will be ranked according 
to their scores. 

 
Candidates needing special testing arrangements due to a disability must mark the appropriate box on the 
application and/or contact the testing department. 
 
General Qualifications: Candidates must possess essential personal qualifications including integrity, initiative, 
dependability, good judgment, and ability to work cooperatively with others; and a state of health consistent with the 
ability to perform the assigned duties of the class. A medical examination may be required. In open examinations, 
investigation may be made of employment records and personal history and fingerprinting may be required. 

 
Eligible Lists: Eligible lists established by competitive examination, regardless of date, must be used in the following 
order: 1) sub-divisional promotional, 2) departmental promotional, 3) multi-departmental promotional, 4) service-wide 
promotional, 5) departmental open, 6) open. When there are two lists of the same kind, the older must be used first. 
Eligible lists will expire in one to four years unless otherwise stated on the bulletin. 

 
Promotional Examinations Only: Competition is limited to employees who have a permanent civil service 
appointment and military veterans that meet all the minimum qualifications. Under certain circumstances, other 
employees may be allowed to compete under provisions of Rules 234, 235, and 235.2. State Personnel Board Rules 
233, 234, 235, 235.2, and 237 contain provisions regarding civil service status and eligibility for promotional 
examinations. These rules may be reviewed at www.spb.ca.gov. 

 

http://www.jobs.ca.gov/
http://jobs.ca.gov/PDF/SPB1093.pdf
http://jobs.ca.gov/PDF/SPB1093.pdf
http://www.calvet.ca.gov/
http://www.calhr.ca.gov/state-hr-professionals/pages/5094.aspx
http://www.jobs.ca.gov/
http://www.spb.ca.gov./
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If High School Equivalence is Required: Equivalence to completion of the 12th grade may be demonstrated in any 
one of the following ways:1) passing the General Educational Development (GED) Test; 2) completion of 12 semester 
units of college work; 3) certification from the State Department of Education, a local school board, or high school 
authorities that the candidate is considered to have education equivalent to graduation from high school; 4) for clerical 
and accounting classes, substitution of business college work in place of high school on a year-for-year basis. NOTE: 
For peace officer classifications please refer to the testing department for special requirements. 

 
College Education: The qualifications meeting the requirement “Equivalent to graduation from college” means 
satisfaction of the requirements for the bachelor’s degree from an accredited, recognized institution of higher 
education. This means the applicant must show receipt of a bachelor’s degree. Acceptable college course work must 
be from an accredited, recognized institution approved by the California Superintendent.  

 
TTD is Telecommunications Device for the Deaf and is reachable only from phones equipped with a TTD Device. 
California Relay Service (Telephone) for the deaf or hearing impaired. From TDD phones: 1-800- 735-2929 or 
from voice phone: 1-800-735-2922.  

 
Department of Veterans Affairs (CalVet), Examination, 1227 O Street, Room 404, Sacramento, CA 95814 

Phone: (916) 653-2535             Website: www.calvet.ca.gov 

http://www.calvet.ca.gov/


                            

Qualifications Assessment Examination Instructions 
 

EXAMINATION INFORMATION 
 

All parts of this examination belong to the Department of Veterans Affairs. 
 
 
 

HOW TO COMPLETE YOUR QUALIFICATIONS ASSESSMENT EXAMINATION 

 Read the instructions on the Qualifications Assessment Examination carefully before you begin. 
 A Standard State Application (STD. 678) must be included with this Qualifications Assessment. 
 Please note that your overall score will be determined solely by the information you provide on this 

Qualifications Assessment Examination.  Information on your application will not be used to 
determine your final score.   

 Please utilize the checklist below to complete the 4 sections in the examination.  
 
 
 
 
 
 

 Section 1: Employment/Education Verification  
• Provide any previous and current Employment and/or Education information. 
• Use the Employment/Education Verification information to complete Sections 2 and 3. 
 
 
 
 
 
 

 Section 2: Task Ratings  
• COMPLETE ONLY ONE OF THE FOLLOWING FOUR SECTIONS IN WHICH THE EXTENT OF 

YOUR EXPERIENCE APPLIES. NOTE YOU WILL ONLY BE SCORED ON ONE OF THESE 
SECTIONS. 

o DEFAULT SERVICING – Page 5 
o LOAN PROCESSING - Page 9 
o LOAN SERVICING – Page 13  
o INSURANCE – Page 16 

• EXPERIENCE/EDUCATION Column: Using the Experience/Education Scale, provide the number 
that corresponds with the total number of years you have performed the item. 

• FREQUENCY column: Using the Frequency Scale, provide the number that corresponds with the 
number of times you have performed the item.  

• VERIFICATION column: Mark the appropriate Verification Employment and/or Education box that 
corresponds to the answers you provided under the Experience/Education and Frequency column 
for each item.   

 



 

 
 

 

                            

Qualifications Assessment Examination Instructions 
 Section 3: Knowledge, Skills, and Abilities (KSAs) Ratings  

• REGARDLESS OF THE TASK SECTION BEING COMPLETED IN #2, ALL KSA STATEMENTS 
NEED TO BE COMPLETED IN ORDER TO BE SCORED. 

• EXPERIENCE/EDUCATION column: Using the Experience/Education Scale, provide the number 
that corresponds with the total number of years you have applied the item. 

• VERIFICATION column: Mark the appropriate verification Employment and/or Education box for 
each item that corresponds to the answers you provided under the Experience/Education column 
for each item.   

 
 

 Section 4: Conditions of Employment 
• Mark the type of Appointment and Locations in which you are willing to work. 

 Signature  
• Failure to include an original signature on page 3 of the examination may result in disqualification.  

 
NOTE: INCORRECT MARKS OR BLANK RESPONSES WILL NOT BE SCORED AND MAY 
AFFECT YOUR OVERALL SCORE OR RESULT IN DISQUALIFICATION FROM THIS 
EXAMINATION. 
An example on how to fill out the Qualifications Assessment Examination has been provided on the next 
page. For additional information on completing the Qualifications Assessment Examination, please click 
here.  

Please submit your completed Qualifications Assessment Examination, along with a State Application 
(STD. 678) as follows: 
 

Mail or Hand Deliver to:   
DEPARTMENT OF VETERANS AFFAIRS 
EXAMINATION UNIT 
1227 O STREET, ROOM 404 
SACRAMENTO, CA 95814 
(916) 653-2535 

   
 
 
 
 
 
 
 
 
 
 

 

http://www.dsh.ca.gov/video/Training_and_Experience_Assessment_Instructions.wmv
http://www.dsh.ca.gov/video/Training_and_Experience_Assessment_Instructions.wmv


 

 
 

 

 

Training Program Specialist
 

Qualifications Assessment Examination 
 

          Read instructions carefully 
  

The California civil service selection system is merit-based and eligibility for appointment is established through a 
formal examination process. The Training Program Specialist examination consists of a Qualifications Assessment 
Examination used to evaluate your education, training, and experience. The eligible list resulting from this 
examination process will be used by the Department of Veterans Affairs to fill their existing positions.    

 
This Qualifications Assessment Examination will account for 100% of the weight of your examination for this 
classification. Therefore, please be sure to follow the instructions carefully. 

 
 

Candidate’s Name:   John Doe  
 

Social Security Number:   555-00-5555  
 

Address:   1123 Mather Road, Sunny City, CA 91215  
 

***In order to expedite the examination process, your phone numbers are required*** 
 

Home Phone Number:   123-555-555  
 

Work Phone Number:   123-456-7890  
 

Cellular Phone Number:   123-233-4455  
 
Section 1: Employment/Education Verification 

 
Include any previous and current Employment and/or Education information that may apply to this examination.  You 
will use this information to complete Sections 2 and 3. 
 
Contact may be made to confirm that you have paid or unpaid experience pertaining to the duties and requirements 
listed in this examination.  List all Employment and/or Education information that applies. 
 
EMPLOYMENT 
Employment A 
 
Job Title: Training Coordinator  
Organization Name and Address: ABZ Corporate Agency, 123 Oak Ave, Sacramento, CA 95814  
Dates Worked: From: 7/1/2010 To: 7/30/2013 
Name of Supervisor(s) or Person(s) Who Can Verify Your Job Responsibilities: Dana Clark 
Contact Phone Number(s) of the above Individual(s): 555-565-5656 
 
EDUCATION 
Education A 
 
School Name and Address:  University of California, Sunny City 
Degree(s) Earned: Business Administration with Concentration in Communications 
Date(s) Attended: From: 9/1/2005 To: 5/1/2010 
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QUALIFICATIONS ASSESSMENT EXAMINATION 

 
 Section 2: Task Ratings 

Instructions:   
Respond to each of the following items by indicating how the statement applies to you. You are required to respond to every 
item. 
 
Using the scales (Experience/Education, Frequency, Verification) provided below, you will rate your experience performing 
specific job-related tasks. 
 
In responding to each item, use the information you listed in Section 1: Employment/Education Verification.  
Please reference any paid and/or unpaid experience (e.g., employment, education, volunteer work).   
 
For items 1-2, provide responses regarding your: 
• “Experience/Education” – Using the Experience/Education rating scale identify the corresponding number for the   

  amount of time, based on your experience and/or education that you have performed the item, and write that number in   
  the Experience/Education box. Please complete this for each item.  

• “Frequency” – Using the Frequency rating scale identify the corresponding number of times you have performed the  
  item, and write that number in the Frequency box. Please complete this for each item. 

•  “Verification” – Mark the “Emp” and “Edu” boxes that match your employment and/or education listed in  
   Section 1: Employment/Education Verification.  
   Please reference any paid and/or unpaid experience (e.g., employment, education, volunteer work).  

 Ensure you have marked at least one box for each item in the Verification column.  
 Make sure the Verification column is marked correctly for the Employment/Education you indicated. 

 

IT
EM

  

EXPERIENCE / EDUCATION 
SCALE 

I have performed this task for: 
 
4 - More than five years  
3 - More than three years and up 

to five years  
2 - More than one year and up to 

three years  
1 - More than six months and up 

to one year  
0 - Zero to six months 

FREQUENCY 
SCALE 

I have performed this 
task: 
 
4 - More than 30 times 
3 - At least 21-30 times 
2 - At least 11-20 times 
1 - At Least 1-10 times 
0 - 0 times 

EX
PE

R
IE

N
C

E 
/ E

D
U

C
A

TI
O

N
 

FR
EQ

U
EN

C
Y 

VERIFICATION 
Employment (Emp)/ 
Education (Edu) 

 

1. 

Develop Human Resources training curriculum (e.g. 
classification & pay, exam development, survey) to ensure a 
comprehensive class using PowerPoint, manuals, and 
handouts.   

2 2 

   Emp A  
   Emp B 
 Emp C 
 Emp D 
 Emp__ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 

2. 
Develop training exercises utilizing books, team building 
concepts, fill-in-the-blanks, and question/answer exercises in 
order to assist the students comprehend the materials. 

2 1 

   Emp A  
   Emp B 
 Emp C 
 Emp D 
 Emp__ 

  Edu A 
  Edu B 
  Edu C 
  Edu D 

 
  



 

 
 

Section 3: Knowledge, Skills, and Abilities (KSAs) Ratings   
 

Training Program Specialist  
QUALIFICATIONS ASSESSMENT EXAMINATION 

 
 
 

 
Instructions: 
Respond to each of the following items by indicating how the statement applies to you. You are required to respond to  
every item.  
 
Using the scales (Experience/Education and Verification) provided below, you will rate your experience in accordance to 
specific job-related knowledge, skills, and/or abilities. 
 
In responding to each item, use the information you listed in Section 1: Employment/Education Verification.  
Please reference any paid and/or unpaid experience (e.g., employment, education, volunteer work).   
 
For items 3-4, provide responses regarding your: 

• “Experience/Education” – Using the Experience/Education rating scale identify the corresponding number for the   
  amount of time, based on experience and/or education that you have applied the item, and write that number in the  
  Experience/Education box. Please complete this for each item.  

• “Verification” – Mark the “Emp” and “Edu” boxes that match your employment and/or education listed in 
       Section 1: Employment/Education Verification.  
       Please reference any paid and/or unpaid experience (e.g., employment, education, volunteer work).  

 Ensure you have marked at least one box for each item in the Verification column.  
 Make sure the Verification column is marked correctly for the Employment/Education you indicated. 

 

IT
EM

  

EXPERIENCE / EDUCATION SCALE 
I have applied this knowledge, skills, and/or abilities for: 
 
4 - More than five years  
3 - More than three years and up to five years  
2 - More than one year and up to three years  
1 - More than six months and up to one year  
0 - Zero to six months 

EX
PE

R
IE

N
C

E 
/ E

D
U

C
A

TI
O

N
 

VERIFICATION 
Employment (Emp)/ 
Education (Edu) 

 

 

 

 

3. 
Knowledge of training techniques to ensure informative and 
engaging discussions for various audiences.  3 

   Emp A  
   Emp B 
 Emp C 
 Emp D 
 Emp__ 

  Edu A 
  Edu B 
  Edu C 
  Edu D 

4. 
Ability to effectively conduct and convey training objectives to 
audiences with varying levels of understanding. 2 

   Emp A  
   Emp B 
 Emp C 
 Emp D 
 Emp__ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 
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                                                  Assistant Property Agent 
 

    Qualifications Assessment 

 
 
 
 

 
Read instructions carefully 

 
The California civil service selection system is merit-based and eligibility for appointment is established through a formal 
examination process. The Assistant Property Agent examination consists of a Qualifications Assessment Examination 
used to evaluate your education, training, and experience. The eligible list resulting from this examination process will be 
used by the Department of Veterans Affairs to fill their existing positions.    

 
This Qualifications Assessment Examination will account for 100% of the weight of your examination for this classification. 
Therefore, please be sure to follow the instructions carefully. 

 
 

Candidate’s Name:     
 

Social Security Number:     
 

Address:     
 

***In order to expedite the examination process, your phone numbers are required*** 
 

Home Phone Number:     
 

Work Phone Number:     
 

Cellular Phone Number:     
 
Section 1: Employment/Education Verification 

 
Include any previous and current Employment and/or Education information that may apply to this examination.  You will 
use this information to complete Sections 2 and 3. 
 
Contact may be made to confirm that you have paid or unpaid experience pertaining to the duties and requirements listed 
in this examination.  List all Employment and/or Education information that applies. 
 
EMPLOYMENT 
Employment A 
Job Title: _____________________________________ 
Organization Name and Address: ___________________________________________________________________ 
Dates Worked (mm/dd/yyyy): From: ____________ To: ____________ 
Name of Supervisor(s) or Person(s) Who Can Verify Your Job Responsibilities: __________________________ 
Contact Phone Number(s) of the above Individual(s): _________________________ 
 
Employment B 
Job Title: _____________________________________ 
Organization Name and Address: ___________________________________________________________________ 
Dates Worked (mm/dd/yyyy): From: ____________ To: ____________ 
Name of Supervisor(s) or Person(s) Who Can Verify Your Job Responsibilities: __________________________ 
Contact Phone Number(s) of the above Individual(s): _________________________  
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Employment C 
 
Job Title: _____________________________________ 
Organization Name and Address: ___________________________________________________________________ 
Dates Worked (mm/dd/yyyy): From: ____________ To: ____________ 
Name of Supervisor(s) or Person(s) Who Can Verify Your Job Responsibilities: __________________________ 
Contact Phone Number(s) of the above Individual(s): _________________________ 
 
Employment D 
 
Job Title: _____________________________________ 
Organization Name and Address: ___________________________________________________________________ 
Dates Worked (mm/dd/yyyy): From: ____________ To: ____________ 
Name of Supervisor(s) or Person(s) Who Can Verify Your Job Responsibilities: __________________________ 
Contact Phone Number(s) of the above Individual(s): _________________________ 
 
Employment E 
 
Job Title: _____________________________________ 
Organization Name and Address: ___________________________________________________________________ 
Dates Worked (mm/dd/yyyy): From: ____________ To: ____________ 
Name of Supervisor(s) or Person(s) Who Can Verify Your Job Responsibilities: __________________________ 
Contact Phone Number(s) of the above Individual(s): _________________________ 
 
Employment F 
 
Job Title: _____________________________________ 
Organization Name and Address: ___________________________________________________________________ 
Dates Worked (mm/dd/yyyy): From: ____________ To: ____________ 
Name of Supervisor(s) or Person(s) Who Can Verify Your Job Responsibilities: __________________________ 
Contact Phone Number(s) of the above Individual(s): _________________________ 

 

EDUCATION 
Education A 
 
School Name and Address: _______________________________________________________________________ 

Degree(s) Earned: _____________________________________________________ 

Date(s) Attended (mm/dd/yyyy): From: ____________ To: _____________ 

Education B 
 
School Name and Address: _______________________________________________________________________ 

Degree(s) Earned: _____________________________________________________ 

Date(s) Attended (mm/dd/yyyy): From: ____________ To: _____________ 

Education C 
 
School Name and Address: _______________________________________________________________________ 

Degree(s) Earned: _____________________________________________________ 

Date(s) Attended (mm/dd/yyyy): From: ____________ To: _____________ 
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Education D 
 
School Name and Address: _______________________________________________________________________ 

Degree(s) Earned: _____________________________________________________ 

Date(s) Attended (mm/dd/yyyy): From: ____________ To: _____________ 

 

CERTIFICATION – IMPORTANT – PLEASE READ CAREFULLY BEFORE SIGNING – if not signed, this 
Examination may be disqualified. 
 
Before a final score is determined, your responses to exam questions will be verified.  An exams manager 
or personnel staff member may contact the individuals or educational institutions you have provided to 
confirm job dates, experience, duties, achievements, and/or possession of knowledge, skills, and abilities.  
Failure to provide adequate employment and/or education information may result in a low score or 
disqualification from this Examination. 
 
If it is determined at any time that you have made any false or inaccurate representations in any of the 
information you have provided on this Examination, you may be disqualified from this process, removed 
from the certification list(s), suffer a loss of State employment, and/or suffer a loss of the right to compete in 
any future State of California hiring processes.  You are solely responsible for the accuracy of the 
responses provided. 
 
This warning has been provided to protect your rights as a job candidate as well as the rights of the 
department.  Be advised that you are expected to answer truthfully and accurately.  

 
 
 
I certify and understand that all statements I have made in this Examination are true and complete to the best of my 
knowledge and contains no willful misrepresentation of falsifications.  Failure to include original signature may 
result in disqualification.  

 
 
 
 

Signature        Date 
 
 
 
 
 

FILING INSTRUCTIONS: 
Please submit your completed Qualifications Assessment Examination and a State Application (STD. 678) as follows: 

 
 

Mail or Hand Deliver to:   

DEPARTMENT OF VETERANS AFFAIRS 
EXAMINATION UNIT 
1227 O STREET, ROOM 404 
SACRAMENTO, CA 95814 
(916) 653-2535 
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Name:     

Assistant Property Agent 
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MINIMUM QUALIFICATIONS 
 
Each candidate must meet the minimum qualifications on his/her application by the date it is received. If not, the 
candidate’s application in the examination process will be rejected and his/her Qualifications Assessment 
Examination will not be scored.   Please ensure that your State Application (STD. 678)  clearly  indicates  your  
education,  experience,  and  licensure  information  reflective  of  the minimum qualifications for this examination 
process as stated below: 

 

EITHER I: 
One year of experience in the California state service performing the duties comparable to a Junior Property Agent. (Persons 
with nine months of qualifying experience in the California state service may be admitted to the examination but they must 
satisfactorily complete one year of such experience before they can be considered eligible for appointment.) 
 
OR II: 
Experience: Three years of experience within the last ten years acquired in one or a combination of the following types of work in 
a governmental agency, bank, title and trust, savings and loan, insurance, real estate or similar organization lending on or 
acquiring real property: (1) property appraisal; or (2) building cost estimation; or (3) evaluation of qualification of applicants for 
real estate mortgage credit; or (4) examination and interpretation of property titles.  
 
(Experience in real estate sales or transfers will not be considered equivalent to the appraisal and valuation work referred to in 
this requirement.) (This time limitation is extended for a period equivalent to that spent in recognized military service during the 
last ten years.) AND 
 
Education: Equivalent to graduation from college. (Additional qualifying experience may be substituted for the required education 
on a year-for-year basis.) 
 
 
 
 
 
 
  Please identify the Task Section that you will be completing: 

  

 Default Servicing – Page 5 

 Loan Processing – Page 9 

 Loan Servicing – Page 13 

 Insurance – Page 16 
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Section 2: Task Ratings: Default Servicing 

Instructions:   
Respond to each of the following items by indicating how the statement applies to you. You are required to respond to  
every item. 
 
Using the scales (Experience/Education, Frequency, Verification) provided below, you will rate your experience performing 
specific job-related tasks. 
 
In responding to each item, use the information you listed in Section 1: Employment/Education Verification.  
Please reference any paid and/or unpaid experience (e.g., employment, education, volunteer work).   
 
For items 1-20, provide responses regarding your: 
• “Experience/Education” – Using the Experience/Education rating scale identify the corresponding number for the   

  amount of time, based on your experience and/or education that you have performed the item, and write that number in   
  the Experience/Education box. Please complete this for each item.  

• “Frequency” – Using the Frequency rating scale identify the corresponding number of times you have performed the  
  item, and write that number in the Frequency box. Please complete this for each item. 

•  “Verification” – Mark the “Emp” and “Edu” boxes that match your employment and/or education listed in  
   Section 1: Employment/Education Verification.  
   Please reference any paid and/or unpaid experience (e.g., employment, education, volunteer work).  

 Ensure you have marked at least one box for each item in the Verification column.  
 Make sure the Verification column is marked correctly for the Employment/Education you indicated. 

 

IT
EM

  

EXPERIENCE / EDUCATION 
SCALE 

I have performed this task for: 
 
4 - More than seven years  
3 - More than five years and up to 

seven years  
2 - More than three years and up 

to five years  
1 - More than one year and up to 

three years  
0 - Zero to one year 

FREQUENCY 
SCALE 

I have performed this 
task: 
 
4 - More than 30 times 
3 - At least 21-30 times 
2 - At least 11-20 times 
1 - At Least 1-10 times 
0 - 0 times 

EX
PE

R
IE

N
C

E 
/ E

D
U

C
A

TI
O

N
 

FR
EQ

U
EN

C
Y 

VERIFICATION 
Employment (Emp)/ 
Education (Edu) 

 

 

 

 

1. 
Negotiate, prepare and monitor repayment agreements.     Emp A 

 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 

2. 
Order credit report, broker’s price opinion, appraisal, review 
and analyze hardship requests, deferrals, and loan term 
extensions, etc.  

   Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 

3. 
Analyze/reconcile/adjust accounts (delinquent or current) 
and make recommendations for action (e.g., collection, 
cancellation, repossession, etc.) 

   Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 
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IT
EM

  

EXPERIENCE / EDUCATION 
SCALE 

I have performed this task for: 
 
4 - More than seven years  
3 - More than five years and up to 

seven years  
2 - More than three years and up 

to five years  
1 - More than one year and up to 

three years  
0 - Zero to one year 

FREQUENCY 
SCALE 

I have performed this 
task: 
 
4 - More than 30 times 
3 - At least 21-30 times 
2 - At least 11-20 times 
1 - At Least 1-10 times 
0 - 0 times 

EX
PE

R
IE

N
C

E 
/ E

D
U

C
A

TI
O

N
 

FR
EQ

U
EN

C
Y 

VERIFICATION 
Employment (Emp)/ 
Education (Edu) 

 

 

 

 

4. 
Analyze, monitor and input private mortgage insurance 
claims, United States Department of Veterans Affairs 
(USDVA) claims, process claims checks, and research, 
monitor and prepare reports. 

   Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 

5. 
Apply knowledge of federal, private mortgage insurance, VA 
guarantees, and Ginnie Mae to loan origination, loan 
underwriting, default servicing and loan servicing functions. 

   Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 

6. 
Provide customer service to the public/customers, other 
Agencies, staff, etc. through mail, email, fax, telephone, in 
person, etc. 

   Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 

7. 
Develop and maintain professional relationships with 
management, staff, the veteran community, and real estate 
industry. 

   Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 

8. 
Participate in special projects (e.g., planning, research, 
reporting, monitoring, etc.) to enhance program operations. 

   Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 

9. 
Analyze accounts and prepare written analysis of accounts 
payment history and make recommendations for issues that 
arise regarding term extensions, payment issues, or the 
close out of paid in full loans. 

   Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 

10. 
Perform the necessary duties to make corrections to 
accounts as needed within (the Servicing System) MITAS 
using complex calculations and/or computer programs. 

   Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 
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IT
EM

  

EXPERIENCE / EDUCATION 
SCALE 

I have performed this task for: 
 
4 - More than seven years  
3 - More than five years and up to 

seven years  
2 - More than three years and up 

to five years  
1 - More than one year and up to 

three years  
0 - Zero to one year 

FREQUENCY 
SCALE 

I have performed this 
task: 
 
4 - More than 30 times 
3 - At least 21-30 times 
2 - At least 11-20 times 
1 - At Least 1-10 times 
0 - 0 times 

EX
PE

R
IE

N
C

E 
/ E

D
U

C
A

TI
O

N
 

FR
EQ

U
EN

C
Y 

VERIFICATION 
Employment (Emp)/ 
Education (Edu) 

 

 

 

 

12. 
Prepare and update desk manuals, department manuals, 
reports and research as required. 

   Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 

13. 

Responsible for understanding and disseminating federal, 
state and department policies, rules and regulations of the 
Administrative Manual, Operations Manual, Military and 
Veterans Code, CalVet Loan Contract and Title 12 of the 
California Code of Regulations. 

   Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 

14. 
Review and approve all aspects of the preliminary title report 
(e.g., description, vesting, exceptions, exclusions, plat map). 

   Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 

15. 

Analyze and arrive at an estimate of property value, 
determine property values by reviewing completed broker’s 
price opinion, appraisals performed by State licensed or 
certified fee appraisers or USDVA appraisers and, if USDVA 
certified, issue notices of value in accordance with USDVA 
guidelines. 

   Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 

16. 
Review the verification of income and the applicant’s assets, 
liabilities, and expenses to determine that the applicant 
meets the Debt to Income ratios, residual income and 
qualifying guidelines. 

   Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 

17. 
Provide training for various functions of the unit/division to 
lower level Property Agents and other staff. 

   Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 

18. 
Prepare and maintain various reports and perform quality 
control reviews for any and all of the departments within the 
mortgage lending institution. 

   Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 
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IT
EM

  

EXPERIENCE / EDUCATION 
SCALE 

I have performed this task for: 
 
4 - More than seven years  
3 - More than five years and up to 

seven years  
2 - More than three years and up 

to five years  
1 - More than one year and up to 

three years  
0 - Zero to one year 

FREQUENCY 
SCALE 

I have performed this 
task: 
 
4 - More than 30 times 
3 - At least 21-30 times 
2 - At least 11-20 times 
1 - At Least 1-10 times 
0 - 0 times 

EX
PE

R
IE

N
C

E 
/ E

D
U

C
A

TI
O

N
 

FR
EQ

U
EN

C
Y 

VERIFICATION 
Employment (Emp)/ 
Education (Edu) 

 

 

 

 

19. 
Negotiate and recommend reinstatement options to collect 
unpaid amounts on delinquent accounts, refer defaulted 
contracts to cancellation, and eviction. 

   Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 

20. 
Review, negotiate, and process compromise sale, civil 
foreclosure and repossessed property sale. 

   Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 

 



Assistant Property Agent 
QUALIFICATIONS ASSESSMENT EXAMINATION 

Name:     

Assistant Property Agent 
Page 9  

 
 
 
 
 

 

Section 2: Task Ratings: Loan Processing 

Instructions:   
Respond to each of the following items by indicating how the statement applies to you. You are required to respond to  
every item. 
 
Using the scales (Experience/Education, Frequency, Verification) provided below, you will rate your experience performing 
specific job-related tasks. 
 
In responding to each item, use the information you listed in Section 1: Employment/Education Verification.  
Please reference any paid and/or unpaid experience (e.g., employment, education, volunteer work).   
 
For items 1-18, provide responses regarding your: 
• “Experience/Education” – Using the Experience/Education rating scale identify the corresponding number for the   

  amount of time, based on your experience and/or education that you have performed the item, and write that number in   
  the Experience/Education box. Please complete this for each item.  

• “Frequency” – Using the Frequency rating scale identify the corresponding number of times you have performed the  
  item, and write that number in the Frequency box. Please complete this for each item. 

•  “Verification” – Mark the “Emp” and “Edu” boxes that match your employment and/or education listed in  
   Section 1: Employment/Education Verification.  
   Please reference any paid and/or unpaid experience (e.g., employment, education, volunteer work).  

 Ensure you have marked at least one box for each item in the Verification column.  
 Make sure the Verification column is marked correctly for the Employment/Education you indicated. 

 

IT
EM

  

EXPERIENCE / EDUCATION 
SCALE 

I have performed this task for: 
 
4 - More than seven years  
3 - More than five years and up to 

seven years  
2 - More than three years and up 

to five years  
1 - More than one year and up to 

three years  
0 - Zero to one year 

FREQUENCY 
SCALE 

I have performed this 
task: 
 
4 - More than 30 times 
3 - At least 21-30 times 
2 - At least 11-20 times 
1 - At Least 1-10 times 
0 - 0 times 

EX
PE

R
IE

N
C

E 
/ E

D
U

C
A

TI
O

N
 

FR
EQ

U
EN

C
Y 

VERIFICATION 
Employment (Emp)/ 
Education (Edu) 

 

 

 

 

1. 
Review the verification of income and the applicant’s assets, 
liabilities, and expenses to determine that the applicant 
meets the Debt to Income ratios, residual income and 
qualifying guidelines. 

   Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 

2. 

Achieve marketing and sales objectives or assist a loan 
officer by establishing, developing, and maintaining lending 
relationships with current customers, prospective customers, 
and the real estate professional supporting loan 
transactions. 

   Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 

3. 
Review and analyze credit reports and handle credit 
reporting issues to determine credit worthiness, etc. 

   Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 
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IT
EM

  

EXPERIENCE / EDUCATION 
SCALE 

I have performed this task for: 
 
4 - More than seven years  
3 - More than five years and up to 

seven years  
2 - More than three years and up 

to five years  
1 - More than one year and up to 

three years  
0 - Zero to one year 

FREQUENCY 
SCALE 

I have performed this 
task: 
 
4 - More than 30 times 
3 - At least 21-30 times 
2 - At least 11-20 times 
1 - At Least 1-10 times 
0 - 0 times 

EX
PE

R
IE

N
C

E 
/ E

D
U

C
A

TI
O

N
 

FR
EQ

U
EN

C
Y 

VERIFICATION 
Employment (Emp)/ 
Education (Edu) 

 

 

 

 

4. 
Review and approve all aspects of the preliminary title report 
(e.g., description, vesting, exceptions, exclusions, plat map). 

   Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 

5. 
Complete eligibility determination, order credit report and 
appraisal, review loan package and determine requirements 
and use appropriate letter to ensure the applicant’s 
application is complete. 

   Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 

6. 
Apply knowledge of federal, private mortgage insurance, VA 
guarantees, and Ginnie Mae to loan origination, loan 
underwriting, default servicing and loan servicing functions. 

   Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 

7. 

Perform various technical functions related to the 
preparation and processing of loan documents and funding 
(e.g., set up and funding of all loans, handle complex 
account issues resulting from disbursement and collection, 
insurance premiums and establishing impound accounts, 
manage progress payment process for all construction, 
rehabilitation and home improvement loans from set up until 
loan is fully amortized, disburse and pay the US Department 
of Veterans Affairs funding fee, obtain loan guarantee, etc.). 

   Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 

8. 
Provide customer service to the public/customers, other 
Agencies, staff, etc. through mail, email, fax, telephone, in 
person, etc. 

   Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 

9. 
Work in a high volume loan origination, processing, closing, 
or underwriting environment. 

   Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 
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EM

  

EXPERIENCE / EDUCATION 
SCALE 

I have performed this task for: 
 
4 - More than seven years  
3 - More than five years and up to 

seven years  
2 - More than three years and up 

to five years  
1 - More than one year and up to 

three years  
0 - Zero to one year 

FREQUENCY 
SCALE 

I have performed this 
task: 
 
4 - More than 30 times 
3 - At least 21-30 times 
2 - At least 11-20 times 
1 - At Least 1-10 times 
0 - 0 times 

EX
PE

R
IE

N
C

E 
/ E

D
U

C
A

TI
O

N
 

FR
EQ

U
EN

C
Y 

VERIFICATION 
Employment (Emp)/ 
Education (Edu) 

 

 

 

 

10. 

Prepare and maintain various reports related to the 
preparation and processing of loan documents and funding 
(e.g., perform quality control reviews on all loans submitted 
by the originating units, balance funding disbursement, 
USDVA sweep account and progress payment draw 
accounts, etc.). 

   Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 

11. 

Perform post-closing review of all recorded and legal 
documents including the title insurance policies and loan 
guarantees to confirm adequate coverage, package and 
ship files for audit, respond to USDVA audit deficiency 
letters and make corrections as necessary. 

   Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 

12. 

Analyze and arrive at an estimate of property value, 
determine property values by reviewing completed broker’s 
price opinion, appraisals performed by State licensed or 
certified fee appraisers or USDVA appraisers and, if USDVA 
certified, issue notices of value in accordance with USDVA 
guidelines. 

   Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 

13. 
Develop and maintain professional relationships with 
management, staff, the veteran community, and real estate 
industry. 

   Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 

14. 
Prepare and update desk manuals, department manuals, 
reports and research as required. 

   Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 

15. 
Participate in special projects (e.g., planning, research, 
reporting, monitoring, etc.) to enhance program operations. 

   Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 
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EXPERIENCE / EDUCATION 
SCALE 

I have performed this task for: 
 
4 - More than seven years  
3 - More than five years and up to 

seven years  
2 - More than three years and up 

to five years  
1 - More than one year and up to 

three years  
0 - Zero to one year 

FREQUENCY 
SCALE 

I have performed this 
task: 
 
4 - More than 30 times 
3 - At least 21-30 times 
2 - At least 11-20 times 
1 - At Least 1-10 times 
0 - 0 times 

EX
PE

R
IE

N
C

E 
/ E

D
U

C
A

TI
O

N
 

FR
EQ

U
EN

C
Y 

VERIFICATION 
Employment (Emp)/ 
Education (Edu) 

 

 

 

 

16. 
Provide training for various functions of the unit/division to 
lower level Property Agents and other staff. 

   Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 

17. 
Attend community events and/or industry meetings on 
behalf of the Program for marketing, training, and/or 
informational purposes, which may include public speaking 

   Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 

18. 
Interpret and analyze HUD-1 closing statements, appraisal 
reports, residential purchase agreements, and other 
pertinent real estate documents. 

   Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 
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Section 2: Task Ratings: Loan Servicing 

Instructions:   
Respond to each of the following items by indicating how the statement applies to you. You are required to respond to  
every item. 
 
Using the scales (Experience/Education, Frequency, Verification) provided below, you will rate your experience performing 
specific job-related tasks. 
 
In responding to each item, use the information you listed in Section 1: Employment/Education Verification.  
Please reference any paid and/or unpaid experience (e.g., employment, education, volunteer work).   
 
For items 1-15, provide responses regarding your: 
• “Experience/Education” – Using the Experience/Education rating scale identify the corresponding number for the   

  amount of time, based on your experience and/or education that you have performed the item, and write that number in   
  the Experience/Education box. Please complete this for each item.  

• “Frequency” – Using the Frequency rating scale identify the corresponding number of times you have performed the  
  item, and write that number in the Frequency box. Please complete this for each item. 

•  “Verification” – Mark the “Emp” and “Edu” boxes that match your employment and/or education listed in  
   Section 1: Employment/Education Verification.  
   Please reference any paid and/or unpaid experience (e.g., employment, education, volunteer work).  

 Ensure you have marked at least one box for each item in the Verification column.  
 Make sure the Verification column is marked correctly for the Employment/Education you indicated. 

 

IT
EM

  

EXPERIENCE / EDUCATION 
SCALE 

I have performed this task for: 
 
4 - More than seven years  
3 - More than five years and up to 

seven years  
2 - More than three years and up 

to five years  
1 - More than one year and up to 

three years  
0 - Zero to one year 

FREQUENCY 
SCALE 

I have performed this 
task: 
 
4 - More than 30 times 
3 - At least 21-30 times 
2 - At least 11-20 times 
1 - At Least 1-10 times 
0 - 0 times 

EX
PE

R
IE

N
C

E 
/ E

D
U

C
A

TI
O

N
 

FR
EQ

U
EN

C
Y 

VERIFICATION 
Employment (Emp)/ 
Education (Edu) 

 

 

 

 

1. 
Review and process changes in title, vesting or property 
modifications due to divorce, death, marriage, a revocable 
living trust, lot line adjustments, Soldiers and Sailors 
deferrals, etc. 

   Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 

2. 
Review Grant Deeds or other documents that transfer title 
and Demands For Payoff as requested by title/escrow 
companies, banks, the loan holder, etc. 

   Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 

3. 
Provide customer service to the public/customers, other 
Agencies, staff, etc. through mail, email, fax, telephone, in 
person, etc. 

   Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 
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EXPERIENCE / EDUCATION 
SCALE 

I have performed this task for: 
 
4 - More than seven years  
3 - More than five years and up to 

seven years  
2 - More than three years and up 

to five years  
1 - More than one year and up to 

three years  
0 - Zero to one year 

FREQUENCY 
SCALE 

I have performed this 
task: 
 
4 - More than 30 times 
3 - At least 21-30 times 
2 - At least 11-20 times 
1 - At Least 1-10 times 
0 - 0 times 

EX
PE

R
IE

N
C

E 
/ E

D
U

C
A

TI
O

N
 

FR
EQ

U
EN

C
Y 

VERIFICATION 
Employment (Emp)/ 
Education (Edu) 

 

 

 

 

4. 
Respond and research any inquiries/problems concerning 
policies and procedures related to the loan payments, 
property tax payments, disclosure statements, amortization 
of the loan, etc. 

   Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 

5. 
Develop and maintain professional relationships with 
management, staff, the veteran community, and real estate 
industry. 

   Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 

6. 
Participate in special projects (e.g., planning, research, 
reporting, monitoring, etc.) to enhance program operations. 

   Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 

7. 
Analyze accounts and prepare a written analysis of the 
accounts payment history and make recommendations for 
issues that arise regarding term extensions, payment 
issues, or the close out of a paid in full loan. 

   Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 

8. 
Perform the necessary duties to make corrections to 
accounts as needed within the Servicing System (MITAS) 
using complex calculations and/or computer programs. 

   Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 

9. 
Apply knowledge of federal, private mortgage insurance, VA 
guarantees, and Ginnie Mae to loan origination, loan 
underwriting, default servicing and loan servicing functions. 

   Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 

10. 
Prepare and update desk manuals, department manuals, 
reports and research as required. 

   Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 

11. 
Review and approve all aspects of the preliminary title report 
(e.g., description, vesting, exceptions, exclusions, plat map). 

   Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 
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EXPERIENCE / EDUCATION 
SCALE 

I have performed this task for: 
 
4 - More than seven years  
3 - More than five years and up to 

seven years  
2 - More than three years and up 

to five years  
1 - More than one year and up to 

three years  
0 - Zero to one year 

FREQUENCY 
SCALE 

I have performed this 
task: 
 
4 - More than 30 times 
3 - At least 21-30 times 
2 - At least 11-20 times 
1 - At Least 1-10 times 
0 - 0 times 

EX
PE

R
IE

N
C

E 
/ E

D
U

C
A

TI
O

N
 

FR
EQ

U
EN

C
Y 

VERIFICATION 
Employment (Emp)/ 
Education (Edu) 

 

 

 

 

12. 

Responsible for understanding and disseminating federal, 
state and department policies, rules and regulations of the 
Administrative Manual, Operations Manual, Military and 
Veterans Code, CalVet Loan Contract and Title 12 of the 
California Code of Regulations. 

   Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 

13. 

Analyze and arrive at an estimate of property value, 
determine property values by reviewing completed broker’s 
price opinion, appraisals performed by State licensed or 
certified fee appraisers or USDVA appraisers and, if USDVA 
certified, issue notices of value in accordance with USDVA 
guidelines. 

   Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 

14. 
Provide training for various functions of the unit/division to 
lower level Property Agents and other staff. 

   Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 

15. 
Prepare and maintain various reports and perform quality 
control reviews for any and all of the departments within the 
mortgage lending institution. 

   Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 
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Section 2: Task Ratings: Insurance 

Instructions:   
Respond to each of the following items by indicating how the statement applies to you. You are required to respond to  
every item. 
 
Using the scales (Experience/Education, Frequency, Verification) provided below, you will rate your experience performing 
specific job-related tasks. 
 
In responding to each item, use the information you listed in Section 1: Employment/Education Verification.  
Please reference any paid and/or unpaid experience (e.g., employment, education, volunteer work).   
 
For items 1-14, provide responses regarding your: 
• “Experience/Education” – Using the Experience/Education rating scale identify the corresponding number for the   

  amount of time, based on your experience and/or education that you have performed the item, and write that number in   
  the Experience/Education box. Please complete this for each item.  

• “Frequency” – Using the Frequency rating scale identify the corresponding number of times you have performed the  
  item, and write that number in the Frequency box. Please complete this for each item. 

•  “Verification” – Mark the “Emp” and “Edu” boxes that match your employment and/or education listed in  
   Section 1: Employment/Education Verification.  
   Please reference any paid and/or unpaid experience (e.g., employment, education, volunteer work).  

 Ensure you have marked at least one box for each item in the Verification column.  
 Make sure the Verification column is marked correctly for the Employment/Education you indicated. 

 

IT
EM

  

EXPERIENCE / EDUCATION 
SCALE 

I have performed this task for: 
 
4 - More than seven years  
3 - More than five years and up to 

seven years  
2 - More than three years and up 

to five years  
1 - More than one year and up to 

three years  
0 - Zero to one year 

FREQUENCY 
SCALE 

I have performed this 
task: 
 
4 - More than 30 times 
3 - At least 21-30 times 
2 - At least 11-20 times 
1 - At Least 1-10 times 
0 - 0 times 

EX
PE

R
IE

N
C

E 
/ E

D
U

C
A

TI
O

N
 

FR
EQ

U
EN

C
Y 

VERIFICATION 
Employment (Emp)/ 
Education (Edu) 

 

 

 

 

1. 

Perform various technical procedures regarding accounts 
related to all Cal-Vet Insurance programs (e.g., reconcile 
and adjust account billed through MITAS, prepare 
replacement cost estimates, input fire and hazard or life and 
disability premium adjustments in MITAS, process consents 
to encumber, analyze and assess programs, formulate 
reports, etc.). 

   Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 

2. 
Monitor real property, life and disability insurance claims to 
ensure effective handling and maintenance. 

   Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 
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IT
EM

  

EXPERIENCE / EDUCATION 
SCALE 

I have performed this task for: 
 
4 - More than seven years  
3 - More than five years and up to 

seven years  
2 - More than three years and up 

to five years  
1 - More than one year and up to 

three years  
0 - Zero to one year 

FREQUENCY 
SCALE 

I have performed this 
task: 
 
4 - More than 30 times 
3 - At least 21-30 times 
2 - At least 11-20 times 
1 - At Least 1-10 times 
0 - 0 times 

EX
PE

R
IE

N
C

E 
/ E

D
U

C
A

TI
O

N
 

FR
EQ

U
EN

C
Y 

VERIFICATION 
Employment (Emp)/ 
Education (Edu) 

 

 

 

 

3. 
Develop and maintain professional relationships with 
management, staff, the veteran community, and real estate 
industry. 

   Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 

4. 
Effectively assist contract holders with solutions to dilemmas 
caused by losses of real property, life claims and disability 
issues. 

   Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 

5. 
Perform the necessary duties to make corrections to 
accounts as needed within MITAS using complex 
calculations and/or computer programs. 

   Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 

6. 

Analyze and arrive at an estimate of property value, 
determine property values by reviewing completed broker’s 
price opinion, appraisals performed by State licensed or 
certified fee appraisers or USDVA appraisers and, if USDVA 
certified, issue notices of value in accordance with USDVA 
guidelines. 

   Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 

7. 
Prepare and update desk manuals, department manuals, 
reports and research as required. 

   Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 

8. 
Review and approve all aspects of the preliminary title report 
(e.g., description, vesting, exceptions, exclusions, plat map). 

   Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 

9. 
Apply knowledge of federal, private mortgage insurance, VA 
guarantees, and Ginnie Mae to loan origination, loan 
underwriting, default servicing and loan servicing functions. 

   Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 

10. 
Participate in special projects (e.g., planning, research, 
reporting, monitoring, etc.) to enhance program operations 

   Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 
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IT
EM

  

EXPERIENCE / EDUCATION 
SCALE 

I have performed this task for: 
 
4 - More than seven years  
3 - More than five years and up to 

seven years  
2 - More than three years and up 

to five years  
1 - More than one year and up to 

three years  
0 - Zero to one year 

FREQUENCY 
SCALE 

I have performed this 
task: 
 
4 - More than 30 times 
3 - At least 21-30 times 
2 - At least 11-20 times 
1 - At Least 1-10 times 
0 - 0 times 

EX
PE

R
IE

N
C

E 
/ E

D
U

C
A

TI
O

N
 

FR
EQ

U
EN

C
Y 

VERIFICATION 
Employment (Emp)/ 
Education (Edu) 

 

 

 

 

11. 
Provide customer service to the public/customers, other 
Agencies, staff, etc. through mail, email, fax, telephone, in 
person, etc. 

   Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 

12. 

Responsible for understanding and disseminating federal, 
state and department policies, rules and regulations of the 
Administrative Manual, Operations Manual, Military and 
Veterans Code, CalVet Loan Contract and Title 12 of the 
California Code of Regulations. 

   Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 

13. 
Provide training for various functions of the unit/division to 
lower level Property Agents and other staff. 

   Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 

14. 
Prepare and maintain various reports and perform quality 
control reviews for any and all of the departments within the 
mortgage lending institution. 

   Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 
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Section 3: Knowledge, Skills, and Abilities (KSAs) Ratings 
 
Instructions:   
Respond to each of the following items by indicating how the statement applies to you. You are required to respond to  
every item. 
 
Using the scales (Experience/Education and Verification) provided below, you will rate your experience in accordance to specific 
job-related knowledge, skills, and/or abilities. 
 
In responding to each item, use the information you listed in Section 1: Employment/Education Verification.  
Please reference any paid and/or unpaid experience (e.g., employment, education, volunteer work).   
 
For items 1-18, provide responses regarding your: 

• “Experience/Education” – Using the Experience/Education rating scale identify the corresponding number for the   
  amount of time, based on experience and/or education that you have applied the item, and write that number in the  
  Experience/Education box. Please complete this for each item.  

• “Verification” – Mark the “Emp” and “Edu” boxes that match your employment and/or education listed in 
       Section 1: Employment/Education Verification.  
       Please reference any paid and/or unpaid experience (e.g., employment, education, volunteer work).  

 Ensure you have marked at least one box for each item in the Verification column.  
 Make sure the Verification column is marked correctly for the Employment/Education you indicated. 

 

IT
EM

  

EXPERIENCE / EDUCATION SCALE 
I have applied this knowledge, skills, and/or abilities for: 
 
4 - More than seven years  
3 - More than five years and up to seven years  
2 - More than three years and up to five years  
1 - More than one year and up to three years  
0 - Zero to one year 

EX
PE

R
IE

N
C

E 
/ E

D
U

C
A

TI
O

N
 

VERIFICATION 
Employment (Emp)/ 
Education (Edu) 
 
 

  

 

 

1. 

General knowledge of real estate principles and practices.   Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 

2. 

General knowledge of principles, methods, and techniques 
involved in real estate and mobile home (on land and in parks) 
appraisal. 

  Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 

3. 

General knowledge of federal, state, and department rules, 
laws, regulations, and policies. 

  Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 

4. 

General knowledge of legal procedures and documents 
involved in real estate and real property transactions. 

  Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 
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IT
EM

  

EXPERIENCE / EDUCATION SCALE 
I have applied this knowledge, skills, and/or abilities for: 
 
4 - More than seven years  
3 - More than five years and up to seven years  
2 - More than three years and up to five years  
1 - More than one year and up to three years  
0 - Zero to one year 

EX
PE

R
IE

N
C

E 
/ E

D
U

C
A

TI
O

N
 

VERIFICATION 
Employment (Emp)/ 
Education (Edu) 
 
 

  

 

 

5. 

General knowledge of real estate and real property law.   Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 

6. 

General knowledge of the common methods of real estate 
appraisal, real property appraisal, mobile home (on land and in 
parks) appraisal; appraisal review; title examination; 
construction examinations; building plans analysis; and 
insurance claims analysis; minimum property standards, and 
building codes related to the acquisition of property for 
veterans. 

  Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 

7. 

General knowledge of legal procedures, instruments, and 
terminology used in purchasing, selling, renting, leasing, and 
repossessing real property. 

  Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 

8. 

General knowledge of federal and private mortgage insurance 
and VA guarantees, Ginnie Mae origination, servicing, 
procedures, laws, rules and regulations. 

  Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 

9. 

General knowledge of the basic functions of a full service 
mortgage lending institution. 

  Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 

10. 

Ability to effectively train and serve as lead for lower level 
Property Agents or technicians. 

  Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 

11. 

Ability to gather, assemble, and analyze data.   Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 
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IT
EM

  

EXPERIENCE / EDUCATION SCALE 
I have applied this knowledge, skills, and/or abilities for: 
 
4 - More than seven years  
3 - More than five years and up to seven years  
2 - More than three years and up to five years  
1 - More than one year and up to three years  
0 - Zero to one year 

EX
PE

R
IE

N
C

E 
/ E

D
U

C
A

TI
O

N
 

VERIFICATION 
Employment (Emp)/ 
Education (Edu) 
 
 

  

 

 

12. 

Ability to make accurate mathematical computations.   Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 

13. 

Ability to gain the confidence and cooperation of persons 
contacted during the course of work. 

  Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 

14. 

Ability to speak and write effectively.   Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 

15. 

Ability to operate a computer and/or other computerized 
equipment. 

  Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 

16. 

Ability to prepare correspondence and reports.   Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 

17. 

Ability to gather, assemble, and analyze data.   Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 

18. 

Ability to analyze situations accurately and adopt an effective 
course of action. 

  Emp A 
 Emp B 
 Emp C 
 Emp D 
 Emp_ 

 Edu A 
 Edu B 
 Edu C 
 Edu D 
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If you are successful in this examination, your name will be placed on an active employment list for 12 
months and utilized to fill vacancies.  Before you mark this form, please consider relocation and distance.  If 
you are not planning to relocate or are not willing to travel to a distant job location, do not select locations 
that are a great distance from your residence.  You may choose multiple locations.    

 
 
TYPE OF APPOINTMENT YOU WILL ACCEPT 
 
Select at least one of the following types of appointment options: 
 
 
 
 
1. On a permanent basis, I am willing to work: 

         Full-Time Intermittent (Not more than 1500 hours per year,  
equivalent to 9 months at 40 hours/week) 

         Part-Time (12 months per year, less than 40 hours/week)  

 
 
 
 

2. On a temporary basis, I am willing to work: 
         Full-Time Intermittent (Not more than 1500 hours per year, 

equivalent to 9 months at 40 hours/week) 
         Part-Time (12 months per year, less than 40 hours/week)  

 
LOCATIONS IN WHICH YOU ARE WILLING TO WORK 
 

   
 
 
 
  Headquarters – Sacramento (3401) 

     
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Please notify the Department of Veterans Affairs, Examination Unit promptly of address or location 
preference changes at 1227 O Street, Room 404, Sacramento CA 95814 or (916) 651-2535. 
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