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IDENTIFICATION 
 
Job Title:      Lands Officer       Supervisor's Position:   Director of Finance 
 
Job Status:   Permanent Full Time Mon to Fri - 37.5 hrs. per week 
 
Location:   Inuvik Town Hall 
 
PURPOSE OF THE POSITION 
(The main reason for the position, in what context and what is the overall end result) 
 
Reporting to the Director of Finance, the Lands Officer is responsible for managing the 
administration of lands and maintaining the property taxation database for the municipality of 
Inuvik. 
 
SCOPE 
(The way that the position contributes to and impacts on the organization) 
 
The Lands Officer is responsible for maintaining accurate and updated files for properties within 
the municipal boundaries of the Town of Inuvik.  These include surveyed private lands, municipal 
lands and Crown lands which are administered by the Government of the Northwest Territories 
and Government of Canada.  The Lands Officer is also responsible for ensuring accurate recording 
and reconciliation of all property tax accounts in the database, issuing property tax notices, and 
the collection of outstanding property taxes as per the Property Assessment and Taxation Act. 
 
RESPONSIBILITIES 
(Major responsibilities and target accomplishments expected of the position including the typical 
problems encountered in carrying out the responsibilities.) 
 
1. Maintain accurate Property Assessment Roll, according to the  Property Assessment and 

Taxation Act, and organize the Property Tax department by: 
 

- Processing land title changes received from the Land Titles Office 
- Updating Town records when changes in assessment are made by the Department of 

Municipal Community Affairs Assessment Division 
- Recording discounts, penalties, interest and costs on tax accounts 
- Processing “Bill of Sale” on mobile homes and update records accordingly 
- Updating change of address and other pertinent information on property tax accounts 
- Distributing Assessment Notices, processes tax bills and tax certificates; 
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- Processing appeal complaints, manage Board of Revision meetings and distribute 
results 

- Reconciling Assessment Roll and update new mill rates 
- Issuing Grants in Lieu and Senior Citizens tax relief applications and submit them to the 

appropriate government departments 
- Maintaining senior citizens/disabled persons tax relief database and record new tax 

exemption requests 
- Following the requirements of the Property Assessment and Taxation Act as it relates 

to arrears/tax sales 
-  Reporting to the Director of Finance and also to Council (when requested) on the 

status of property tax matters and to provide recommendations 
- Processing monthly reconciliation of property taxes receivable to ensure all entries are 

posted correctly to the general ledger and make adjustments to property tax accounts 
as needed 

- Assisting rate payers on property tax matters upon request 
- Reviewing all payment receipts for  property tax matters to ensure accurate records 

are kept 
 

2. Maintain Land records of the municipality by: 
 

- Managing land files 
- Maintaining accurate records of land leased by the Town including capital leases 
- Maintaining accurate records of all land within Town boundaries 
- Collecting outstanding property taxes 
- Working with rate payers and other interested parties on land related matters 
- Preparing accurate briefing notes with recommendations regarding land matters 
- Maintaining an accurate land inventory and updating as new survey plans are registered 

at the Land Titles Office 
- Performing title searches as needed 
- Maintaining a list of available municipal lots for sale and act as the first contact with the 

general public relating to purchases of municipal land  
- Ensuring that new lots that become available for sale are advertised as per the 

requirements of the Town of Inuvik Land Administration By-law 
- Reviewing of all payment receipts for land matters to ensure accurate records are kept 
 

3. Perform other duties as required directly related to the major functions of the job.



 

KNOWLEDGE, SKILLS AND ABILITIES 
(The knowledge, skills and attitudes required for satisfactory job performance) 
 
The incumbent must have proficient knowledge in the following areas: 
 

- Databases and basic accounting principles 
- Land use legislation and by-laws 
- Land use application and appeals process 
- Understanding of survey plans and legal descriptions 
- Reading and interpretation of maps and satellite images 
- Relevant territorial and municipal legislation, policy and procedures 
- Understanding northern cultural and political environment 

The incumbent must demonstrate the following skills:  
 

- Team building 
- Analytical, problem solving and decision-making skills 
- Effective verbal, written and listening communications skills 
- Computer skills including the ability to operate spreadsheet and word-processing 

programs at a highly proficient level 
- Stress and time management skills

The incumbent must also demonstrate the following personal attributes: 
 

- be honest and trustworthy 
- be respectful 
- possess cultural awareness and sensitivity 
- be flexible 
- demonstrate sound work ethics 
- confidentiality 
 
The Lands Officer would normally attain the required knowledge, skills and attitudes 
through completion of the School of Community Government’s Community Land 
Administration Program or post-secondary training in Lands Administration or 
Business Administration with related experience. 



 

WORKING CONDITIONS 
(The unavoidable, externally imposed conditions under which the work must be performed, and 
which create hardship for the incumbent including the frequency and duration of occurrence of 
physical demands, environmental conditions, demands on one’s senses and mental demands.) 
 
Physical Demands 
(The nature of physical effort leading to physical fatigue) 
 
The Lands Officer will have to spend long hours sitting and using office equipment and computers, 
which can cause muscle strain.  The Lands Officer may also have to do some light lifting of supplies 
and materials from time to time.  
 
Environmental Conditions 
(The nature of adverse environmental conditions affecting the incumbent) 
 
The Lands Officer works primarily in a controlled office environment. The Lands Officer may find 
the environment to be busy, noisy and will need excellent organizational and time and stress 
management skills to complete the required tasks. 
 
Sensory Demands 
(The nature of demands on the incumbent’s senses) 
 
Sensory demands include use of the computer, which may cause eyestrain and occasional 
headaches.  The municipal office may be noisy and busy making it difficult for the Lands Officer to 
concentrate. Most of the time is spent on a computer, requiring long periods of focus and 
concentration, which may lead to fatigue. 
 
Mental Demands 
(Conditions that may lead to mental or emotional fatigue) 
 
Significant stress is caused by the need to reject applications for land use. Stress may also be 
caused by the need to complete tasks within tight deadlines. The incumbent is required to 
regularly deal with potentially irate taxpayers, particularly difficult when a property could be 
auctioned for back taxes. This could prove to be emotionally draining. 
 
 



 

 CERTIFICATION 
 
 

 
 
                                                           
Employee Signature 
 
 
                                                               
Printed Name                       Date 
 
I certify that I have read and understand the 
responsibilities assigned to this position. 

 
 
                                                               
Supervisor’s Title 
 
 
                                                               
Supervisor’s Signature          Date 
 
I certify that this job description is an accurate 
description of the responsibilities assigned to 
the position. 
 
 
 

 
 
                                                                                          
      
Senior Administrative Officer’s Signature             Date 
 
I approve the delegation of responsibilities outlined herein within the context of the attached 
organizational structure. 
 
 

 
The above statements are intended to describe the general nature and level of work being 
performed by the incumbent(s) of this job.  They are not intended to be an exhaustive list of all 
responsibilities and activities required of the position. 
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