	Position:
	Realty Specialist #1

	Department:
	Realty

	Supervisor:
	Community & Public Relations Director

	Supervises:
	No One

	FLSA Status:
	Non-Exempt


Position Summary:

Under the immediate supervision of the Community & Public Relations Director. The position carries out assignments as established by applicable Federal regulations or Tribal Laws. Carries out functions and activities related to SFN land acquisition & disposal program; tenure and management of business leasing and dwelling agreements; estate management; environmental quality measures; and other miscellaneous realty of land management activities.

Duties and Responsibilities:
· Land acquisition and disposal transactions for fee to trust, gift conveyances, partition, land sales, patents in fee of land parcels and interest ownership in accordance with Federal regulations or Tribal Laws.

· Conducts research and retrieves specific information needed from archives/original allotment/tribal records, historical and legal records from various county courthouses and other entities.

· Interpretation and application of title status reports, including researching documents, probates, and records for ownership accuracy.

· Provides consultation/counseling services to landowners and non-landowners related to matters of land acquisition and disposal.

· Compiles abstracts of legal descriptions. Separates parcels to augment new legal descriptions for title recording. Prepares appropriate receipts, vouchers, payment schedules, and title document for submission and approval.

· Conducts onsite inspections of tribal acquisition and disposal cases and composes written reports of inspections for the tribal acquisition and disposal folders.

· Conducts when necessary onsite inspections for environmental issues/concerns. Ensures adherence of the National Environmental Protection Act. Maintains reference library related to environment resources.

· Develops appropriate documentation for submission and approval tenure and management of business leasing and dwelling agreements in accordance with applicable Federal/Tribal guidelines. Receives income for transfer of monies for tribal/landowner distribution. Maintains accurate inventory of tribal/allotted business leases. Maintains an inventory for purposes of developing or renewing agreements for submission and approval.

· Gathers and prepares probate data for estate management, which includes but may not be limited to attaining family history, heir ship, last will and testament and personal information from files, archives, vital records, court documents, reports, etc.  Obtains, prepares, and analyzes the inventory of the estate for accuracy.  Reviews all documents and records for completeness, correctness, consistency, compliance, and authenticity.  Interprets probate laws, regulations, policies to specific issues.  Research genealogical records for potential heirs.  Immediate notification of the BIA on deaths of IIM account owners.  Completes necessary forms for submission to the Administrative Law Judge for review/approval, etc. of potential heirs. Issues identification numbers to new heirs and transmits information to LTRO and OTFM for recording. Gather information for the development of testator and testatrix. Consults with landowners on estate planning/management. Maintains files and inventory of all wills.

· Update ownership when transactions or judgments have caused change in ownership.

· Maintains the obligation control register for the Tribal Realty component, Compact Realty, and Land Accounts. Maintains individual money accounts identification process.

· Maintains records in compliance with federal regulations and records management requirements. 

· Maintains appraisal log for annual reporting requirements. 

· Verification of IIM account holders for LTRO updates. 

· Assists in the preparation of annual reports (tribal and BIA), data calls, and other required reporting. 

· Performs other duties as assigned related to SFN realty program.

· Ability to serve as backup for other realty functions as needed, particularly assisting in 90 day letters, appraisals, and rights-of-way.

Knowledge, Skills, and Abilities:
· Knowledge of realty property conveyance instrument terminology. 

· Basic knowledge of processes associated with tenure and management of business leasing and dwelling agreements.
· Knowledge of relevant federal laws, including Land Consolidation Act, National Environmental Policy Act, National Historic Preservation Act. 

· Ability to work with other governmental entities on a government-to-government basis. 

· Ability to interpret and apply Code of Federal Regulations. Knowledge of appraisals, forestry, and soil conversation related to impact on realty activities. 

· Ability to interpret legal descriptions, aerial photographs, plats, tract maps, courthouse records, and other real property documents. 

· Skills and the ability in communication both orally and in writing. 

· Knowledge and skills to manipulate automated computerized system (software/hardware). 

· Ability to maintain data base management and other computer module programs. 

· Knowledge of Privacy Act related to information of a personal nature of landowners.

· Willingness to travel.

· Valid Oklahoma driver’s license.

Education and Experience:
· Bachelor of Science Degree or any combination of education or experience in related field. 

· Minimum of three (3) years experience in a related field, i.e. familiar with land issues and concerns pertaining to Native Americans. 

· Preferably experience in real property management.
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