BRISTOL BAY NATIVE ASSOCIATION

 POSITION DESCRIPTION
POSITION TITLE:  Land Management Services Specialist
OBJECTIVE: 
Provide Real Estate services to Restricted Title landowners in the Bristol Bay region.

QUALIFICATIONS:  

Job qualifications are stated below as Essential Job Results.  The Essential Job Results are what the employee must be able to accomplish in order to be competent in the job.  Candidates must demonstrate their ability to accomplish these results.

Job knowledge / documentation absolutely required. 

Minimum two years experience and /or education in land management. Demonstrated abilities to work independently and effectively including:  Familiarity with related laws, regulations and procedures; excellent reading, writing, communications, and computer skills; work with high degree of accuracy. Willingness/ability to travel in/out of the Bristol Bay region. 

Preferred: Experience with Bureau of Indian Affairs/Service Provider realty services, real estate transactions; familiarity with  Bristol Bay area, residents, cultures, and land use patterns.
ESSENTIAL JOB RESULTS
Achieve Program goals / objectives

by

· Providing technical assistance to owners of Native allotments and Restricted Townsite lots. 

· Providing a variety of real estate services following established laws, regulations, and procedures found in the Code of Federal  Regulations, BIA policy manuals, and technical files. These services include but are not limited to: Land Sales, Gift Deeds, Revocable Use Permits, Gravel Sales/permits, leases, easements, trespass investigations, 409 (a) transactions, subdivision plat reviews, partitionments, and pending Native Allotment applications.

· Maintaining a good working relationship with restricted landowners, co-workers, State and Federal agencies.

Keeps Management Informed

by 

· Documenting activities for statistics and monthly reports

· Preparing a comprehensive monthly report to Realty Officer.

· Participating in developing written detailed program goals and objectives. 

· Developing and/maintaining a system for retrieving data and files.

Travel in and out of region

by 

· Scheduling well planned trips to provide services, participate in  training , workshops and to ensure communications and exchange of current information  significant  to Village, Regional, Tribal, State, and Federal entities.  

Protect program integrity and client privacy 

by

· Agreeing to keep any and all program information gained through employment at BBNA confidential during and after this employment.  

Contribute to the overall team effort  

by 

· Welcoming new and different work requirements; exploring new opportunities to add value to the organization; helping others accomplish related job results as and where needed. 

DUTY STATION:  Dillingham Central Office

SALARY:
$43,500/yr ($22.31/hr.)  to $61,500/yr ($31.54/hr) DOE

REPORTS TO:
Realty Officer

DUTY STATION:
Dillingham, Alaska
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