
 
T ITLE:  Realty Director  
 
DEPARTMENT:  Realty 
 
Supervised by:  Tr ibal  Administrator  
Supervises:  Realty Technic ians  
 
DEFINITION :  
 
Under the general adminis trat ive supervis ion of  the Tr ibal Administrator,  the d irector  
receives technical advice and ass is ta nce f rom the Area Real ty Of f icer  and technical  
staf f  as requested.  Administers the Real Proper ty Management  program with in the 
f ramework of  es tabl ished laws, regulat ions, pol ic ies , procedures, and program 
object ives.   While advice and guidance are provided on p ol icy matters, the Director is  
expected to car ry out ass igned dut ies  and respons ib i l i t ies  wi th a min imum of 
supervis ion.  Guides include Federal Statutes, Code of  Federal Regulat ions,  Indian 
Af fai rs Manual ,  States Laws, formal and informal Sol ic i tors '  opin ions; dec is ion 
rendered by Federal,  State, and tr ibal courts , State inher itance laws and notary 
guidel ines,  tr iba l  const i tut ions, codes, o rd inances and resolut ions,  and Centra l and 
Area Of f ice d irec t ives.  
 
DUTIES AND RESPONSIBILITIES :  
 

1.  Respons ib le for  p lanning and carrying out the Real Property Management 
program, provid ing s taf f  ass is tance and guidance in connect ion wi th the  
d ischarge of  a l l  realty funct ions and procedures;  and for the appl icat ion of  
pol ic ies and pract ices concerned wi th real ty act iv i t ies as a whole.  

 
2.  Incumbent provides services for  a l l  aspects of  trus t or  res tr ic ted Indian estates 

and land t i t les .  The incumbent is  assigned the pr imary respons ibi l i t y to 
develop, organize and adminis ter es tate p lanning act iv i t ies; to adminis ter 
estates; and to p lan, develop and adminis ter t i t le research and curat ive act ions,  
a l l  of  which concern the acquis i t ion, d isposal ,  tenure and management of  Indian 
lands,  inc luding probate-re lated act iv i t ies.  

 
3.  W il l  have the pr imary respons ib i l i t y for  the development ,  or ganizat ion,  

administrat ion and coordinat ion of  ac t iv i t ies , re lated to estate p lanning, which 
is essent ia l to  mainta in ing the value and usefu lness of  trust  and restr ic ted 
Indian lands.  These act iv i t ies inc lude conferr ing wi th the c l ient;  obta in ing v ita l 
informat ion regarding domic i le and the family group; procur ing descr ipt ions of  
a l l  t rus t assets and l iab i l i t ies, inc luding s ize , locat ion, value and income; 
examining documents  inc luding mortgages,  non -secured Federal  loans, tr ibal 
zoning ord inances,  d ivorce  decrees and wi l ls ;  conduct ing fu l l  technical  analys is  
and advis ing the c l ient of  the impacts of  appl icable escheat statutes, tr iba l 
codes, tes tate and intestate inher i tance, the merits of  land consolidat ion, and 
the ownership and manageria l problems assoc iated wi th f ract ional and non-
Indian interests  in trust land; expla in ing opt ions to avoid  such problems, 
including the transfer  of  t i t le by deed or wi l l ,  and the use of  l i fe es tates, 
par t i t ions, joint tenancies, and renunc iat ions, ascerta in ing the c l ient 's  exact  
wished in regard to the d ispos i t ion of  h is or her prop er ty in terest;  and f inal ly 
draf t ing, and supervis ing the execut ion of ,  the deed, wi l l ,  e tc. ,  necessary to 
sat isf y the c l ient 's  in tent .  

 
4.  Incumbent has the pr imary respons ibi l i t y for  the research a nd curat ive funct ions 

of  the land t i t les program at the tr ibal  level.   T it le research involves 



invest igat ions of  trespass and adverse use; evaluat ions as to the technical 
va l id i ty of  past real estate transact ions inc luding acquis i t ion, easements , land 
exchanges, d ispos it ions of  property, leases, permits, re l inquishments of  
trus teeship, etc. ,  and the s tudy of  statues, treat ies, orders , regulat ion,  
guidel ines, court  dec is ions, etc .,  af fect ing such transact ions.  These condit ions 
and t ransact ions d irec t ly af fect present and future author i ty to use and develop 
Indian lands.  Incumbent reviews, analyzes and recommends curat ive act ions 
for  those problems, cases and controvers ies ar is ing f rom the protect ion of  t i t le  
and r ights , to , in and on Indian real proper ty.  

 
5.  Incumbent is  cer t i f ied as a notary publ ic in  the State of  Ok lahoma  and performs 

those respons ib i l i t ies  author ized by that capac ity which do not  conf l ic t  wi th 
their  other dut ies.  

 
6.  The work  involves analyzing the unique condit ions and c ircumstances 

presented by dif ferent landowners for  purposes of  sound estate p lanning,  
determining the feas ib i l i t y of  any request to convey land in terms of  the Indian 's 
best interest ,  and developing recommended act ions.  

 
7.  The draf t ing of  documents requires knowledge and sensi t iv i t y as to context and 

the choice of  words, employing ord inary phraseology to make the meaning p la in 
and legal phraseology to make the meaning cer tain.  The work  requires 
art icu lat ing and carrying out the c l ient 's  wishes smoothly,  ef fect ive ly and 
accurate ly, regardless of  any personal v iews or preferences on the par t of  the 
incumbent.  The work  requires s tr ic t  adherence to deta i l  and fact  as they re late 
to land t i t le  research and estate adminis trat ion.  The work , a lso cal ls  for  a h igh 
degree of  judgment as i t  per ta ins to the draf t ing of  wi l ls ,  espec ial ly in 
determining the tes tamentary capaci ty of  individuals  making wi l ls ,  and in 
reduc ing their  intent ions to wr i t ing.  

 
8.  Coordinates and in it iates act ion re lat ive to land acquis i t ion and d isposal 

program for the Nat ion.  In connect ion therewith,  examines appl icat ions or 
order for  removal or  restr ic t ion,  patents in  fee, purchase, sale between the 
indiv idual Indians, exchange of  land between Indian and non –Indian, counsels 
wi th heirs and ass ists them with the proper  d iv is ion of  inher ited trust lands,  
insur ing occurrence and completeness of  a l l  documents .  

 
9.  Directs the adminis trat ion and is responsib le for  the Nat ion leas ing program on 

trus t and restr ic ted lands.  Checks accuracy and completeness.  Makes 
stat ist ical and other realty repor ts required by the Nat ion.  In c lose coordinat ion 
wi th the Agr icul ture and Appraisal  Programs, develops economical and feas ib le 
land use programs wi th a v iew of  returns based on the h ighest and best use of  
the land.  

 
10.  Respons ib le for  p lanning and conduct ing a posi t ive program for trus t and 

restr ic ted lands under tr ibal jur isd ic t ion.  
 

11.  Reviews and monitors program act iv i t ies to ensure progress and contract  
compl iance are being accompl ished toward object ives,  contro ls and moni tors  
expendi tures in accordance with budget  a l locat ions and guidel ines.  

 
12.  Mainta ins publ ic re lat ions with var ious Federal/Publ ic agenc ies.  Attends 

nat ional and local meet ings re lat ing d irect ly to program act iv i t ies.  Performs 
other dut ies as ass igned.  

 
 



KNOWLEDGE AND SKILLS :  
 

1.  Must have a thorough knowledge of  real estate pr inc ip les and pract ices as they 
re late to sales, acquis it ions, leases, easements, mortgages, part i t ions and 
wi l ls ;  and of  their  appl icat ion in cur ing land t i t les and in p lanning and 
administrat ion of  Ind ian trus t es tates.  Incumbent must have a thorough 
knowledge i f ,  and the abi l i t y to prepare and interpret,  land descr ipt ions and 
conveyance documents, including wi l ls .   Must have a thorough knowledge of  
the provis ions of  the Pr ivacy Act and the Freedom of  Informat ion Act ,  as they 
apply to the management, ownership, and inher i tance of  Indian trus t lands.  
Must have a good command of  the Engl ish language, and the abi l i t y to  
communicate ef fect ive ly in wr i t ing and ora l ly.   The incumbent must have 
comprehens ive knowledge of  those real estate re lated por t ions of  T it les 25 and 
43 of  the United State Code and the Code of  Federal Regulat ions.  

 
2.  Must have a thorough knowledge of  real estate market pract ices and laws in the 

agency jur isd ic t ion under which operat ions are  ef fect ive; nature of  real ty 
property in terest (ownership, etc .)  real  es tate conveyances and land 
descr ipt ions; suitabi l i ty of  lands and fac i l i t ies; proper ty rehabi l i tat ion, and 
maintenance procedures to put property in marketable condi t ions and sale 
techniques and devices which wi l l  assure prompt disposal  or  proper t ies  and 
maximum recovery to the government , tr ibes,  or  indiv idual Indians.  

 
3.  Possess a thorough knowledge of  the provis ions of  the Pr ivacy Act and the 

Freedom of  Informat ion Act.  
 

4.  Possess comprehens ive knowledge of  T it les 25 of  the Uni ted States Code and 
the Code of  Federal Regulat ions as they per ta in to the Real ty and Oi l  and Gas 
program. 

 
EDUCATION AND EXPERIENCE :  
 
Appl icant must have any combinat ion of  educat ion or exper ience of  four (4) years in  
re lated f ie ld of  Real  Property management pract ices.  M ust be famil iar  with land 
issues  and concerns perta in ing to Native Amer icans.  
 
PREFERRED EXPERIENCE :  
 

1.  Realty pract ices,  laws and values, including exper ience wi th realty t ransact ions 
and conveyances; ef fects of  var ious methods of  acquis it ions , knowledge of  I IM 
accounts  and d isposal  upon the uses and value of  land.  

 
2.  Economic, soc ia l or  ecological funct ions af fect ive the use of  real property,  land 

and assoc iated natura l resources, e.q.,  conversat ion, u rban renewal,  
agr icu lture and other  pract ices.  

 
3.  Management and f inanc ing pract ices of  lease and sale of  real  proper ty and 

re locat ion ass istance, payment and services due to acquis it ion of  real  property.  
 
 


