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Kwanlin Dün First Nation 
 
 
A. Position Title:   Lands Officer (Level 6) 
 

Department:   Heritage, Lands & Resources 
 
Supervisor:   Manager, Lands & Resources  
 
Date:    May 2020 
 
 

 
B. Job Summary:  

 
Reporting to the Manager, Lands & Resources, the Lands Officer is responsible for the process 
and procedures relating to acceptance and review of all applications including those requesting 
an interest in settlement land or those requesting an authorization for use of settlement land. 
 
The Lands Officer is one of the first points of contact for all Kwanlin Dün citizens, staff and 
general public regarding the land application process and procedures. The incumbent is 
responsible for explaining the Lands Act and regulation, approved in policy and department 
practice relating to land applications.  The incumbent works closely with the Director, Heritage, 
Lands & Resources, the Manager, Lands & Resources and the Registrar in the overall 
administration of the Lands Act.   
 
 

C. Main Duties: 
 
1. Responsible and accountable for administration of the land application processes established 

by the Department Heritage, Lands & Resources (HLR) to effectively accept, review and render 
decisions for use and issuance of an interest on settlement land by:  
● developing internal processes and procedures for the acceptance, review and 

development of recommendations to the Director on authorization and interest decisions; 
● implementing required processes for the tracking of applications and conducting workflows 

as per the Land Administration Management System; 
● conducting the initial vetting of submitted applications to determine if an application can be 

accepted for review by the department; 
● corresponding with applicants where an application is being rejected, accepted or if more 

information is required to be able to accept the application; 
● working with the Development Assessment Specialist to determine any Yukon 

Environmental and Socio-economic Assessment Act (YESAA) requirements on 
applications and communicating this to the applicant, and providing support to the YESAA 
process and Development Assessment Specialist in fulfilling duties relating to registering 
all Kwanlin Dün decision documents and input into YESAB process through maintenance 
of comprehensive application and proposal records and files; 

● Working with GIS and data management staff to publish sketches and maps for 
applications; 

● Issue and publish the required public notices and updates to the KDFN Lands Website 
(involving communications staff as necessary) and to track submissions on particular 
applications; 

● arranging for and facilitating community meetings or other events relating to community or 
public reviews of applications; 

● Undertaking consultation with other agencies (KDFN departments, Yukon government, 
City of Whitehorse, Other First Nations) as required to gather technical input on proposed 
uses outlined in an application; 

● Undertaking notice to other interested parties (i.e. trappers, outfitters, neighbouring 
property owners or users) to gather input to the application; 
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● Undertaking any consultation required by virtue of the Final Agreement or Self Government 
Agreement that may be triggered by an application review; 

● Developing the Land Recommendation Report including compilation of all inputs on the 
application to develop a recommended decision to be advanced to the Director; 

● Developing draft decision letters or draft authorizations for the Director’s review and 
approval; 

● Supporting the Registrar to ensure that all applications are registered in the Registry; 
● Supporting the Registrar in working with other governments and external third parties 

regarding management of encumbering rights on Settlements Lands in relation to the 
registration of renewals, amendments or other issues pertaining to the continuance of 
that encumbering right on Settlement Lands. 

 
2. Works with KDFN Records and Information Management staff to ensure for compliance with 

legislation and policy for effective and transparent management of information, both public and 
confidential, concerning the land applications and the review process. 

 
3. Develop and provide advice on procedures to improve service levels to citizens and the 

general public including forms, guides, policies and information available at the counter or 
online as appropriate. 

 
4. Provide advice on potential or required legislative, policy or procedure improvements or 

programs to increase effectiveness and efficiency of the application process and office as 
required. 

 

5. Participates as a member of the departmental team by assisting in developing strategic 
planning, contributing to departmental work plans and annual activity reporting, and assisting 
in work teams as required. 

 

6. Attends annual professional development workshops and participates in safety training. 
 

7. On occasion, participates in local and remote field excursions with colleagues and 
consultants/contractors of the Department and assist Elders on such excursions. (I.e. travel 
by small aircraft, helicopter, ATV or vehicle into remote settlement and non-settlement land 
sites).  Wearing appropriate personal protective equipment/gear is necessary. 

 
8. Performs other related duties, projects and activities as directed, within the Department’s 

mandate and incumbent’s expertise. 
 

This job description accurately reflects the current job duties. Please note that the job 
duties are subject to change based on organizational needs. 

 
D. Education and Experience: 

 
● Diploma in Renewable Resources/Land Technician diploma or equivalent) or have the 

equivalent considerable training & coursework, and experience in Lands Management or 
Renewable Resources 

● Experience with the Yukon Environmental & Socio-economic Assessment Board processes 
and legislation 

● Experience with land planning and zoning requirements relating to land use 
● Experience in interpreting and writing documents intended for legal purposes 

● Experience in interpreting maps, legal surveys, plans and other cartographic information 
systems 

● Experience in records management, retrieval and information management practices 

● Experience working in a digital environment and with advanced data management software. 
 
Be willing and able to develop expertise in: 

• The KDFN Lands Act, Lands Regulations processes and procedures and the Yukon 
Environmental & Socio-economic Assessment Act; and 
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• The interpretation and understanding of the Kwanlin Dün Final Agreement, the Self 
Government Agreement, and the laws of general application related to land administration 
particularly: The Land Titles Act, the Canada Lands Survey Act, the Property Assessment 
and Taxation Act and the Municipal Act. 

 
Management Skills: 

● Manage time and priorities 

● Manage conflicting direction and interests 

● Critical thinking 

● Detail oriented 
 
Interpersonal Skills: 

● Proven client focused experience 

● Ability to self-motivate and manage 

● Ability to work under pressure and in a team environment 
● Written and oral communication skills, including the ability to conduct research 

 
Technical Skills 

• Solid proficiency in working with advanced data management software 

• Ability to interpret maps, legal surveys, plans and other cartographic information systems 
 

E. Key Personal Contacts and Nature of Contacts: 
 
The major contacts of this position are: Kwanlin Dün citizens, rights holders, management, 
surveyors, general public, municipalities, territorial and federal governments, other First Nation 
governments and officials, other jurisdictions, businesses inside and outside Yukon Territory, 
appraisers, financial institutions, bankruptcy trustees, real estate agencies, land developers and 
construction industry personnel. 
 
With these contacts the Lands Officer provides information and guidance relating to land application 
processes. 
 
Daily contacts: 
 

 
Director of Heritage, Lands 
& Resources 
 
Manager of Lands 
& Resources 
 
 
KDFN Staff 
 
 
Other governments, 
external agencies 
& the general public 
 
Clients 
 

 
Information exchange, provide/seek advice and 
support, receive direction. 
 
Direct supervisor, information exchange, provide/seek 
advice and support, receive direction. 
 
Provide information relating to application processes 
for all types of land applications.  
 
Provide instruction, advice regarding submitting an 
application including requirements, information 
exchange, answer questions, help with procedures, 
and ensuring compliance with legislation. 
 
Educate, provide guidance and advice, information 
exchange, answer questions and concerns 
 

 
 

F. Direction/Decision Making: 
 
This position reports to the Manager, Lands & Resources. Objectives are developed in conjunction 
with the Manager. The incumbent is responsible for managing all aspects of the responsibilities of 
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the position and works with considerable independence. The Lands Officer makes ongoing 
recommendations for final decision to be made by management within the Department, regarding 
ongoing administration of application policy and procedures interests through interpretation of the 
Lands Act and associated regulations, while utilizing departmental policy to make decisions relating 
to acceptance of applications and the processing of those applications to the decision-making 
stage.  
 
The position is responsible to communicate accurately with applicants, the public, the community, 
other governments, and any other interested party to an application and decisions related to such 
application or other queries related to the administration of applications for settlement land. 
 
The position must understand and ensure confidentiality when providing a wide variety of highly 
sensitive information relating to individuals’ personal information and how that information is 
protected during the application process. 
 

G. Impact and Accountability: 
 
This position is accountable for the administrative processes supporting a fair and transparent 
application review process for the department and is accountable to gather and analyze all 
information relating to a proposed use of land to ensure it meets the goals and objectives expressed 
in policy, by the Traditional Territory Land Vision and the overall aims of the KDFN.  
 

Incorrect communication or unnecessary delays or inaccuracies in process would have a negative 
impact on the outcomes for land applicants, may result in a negative impact to settlement land if 
a decision is based on incorrect information. Impacts may also be felt in meeting the goals of the 
FN relating to land access for beneficiaries and citizens or to make land available for economic 
development purposes. 
 

Decisions must be based on maintaining confidence in current and future systems. They also 
impact on public perception of the government's ability to manage Settlement Lands efficiently 
and effectively as well as on the quality and effectiveness of service provided to citizens and the 
general public. 
 

H. Positions Supervised: 
 

Directly:   None 
Indirectly: None 

 
I. Working Conditions: 

The position is located in a normal office environment. The work may occasionally be stressful 
due to multiple competing challenges, evolving priorities, frequent interruptions, short notice and 
the need to meet regular, unscheduled and occasional urgent deadlines. The incumbent will 
occasionally encounter upset or angry clients who feel their needs are not being met.  Fatigue 
could result from multi-tasking and high volumes of varied tasks.  This position requires focused 
concentration and adaptability.  Travel to various sites and interest areas when evaluating 
applications is required. 
 
There may be the occasional opportunity to travel into our traditional territory, and attend 
meetings outside of the City of Whitehorse 1 - 3 times per year. 
 

J. Conditions of Employment: 
All employees are expected to follow KDFN policies and guidelines in a harmonious and 
cooperative manner, creating a team approach in their duties for KDFN’s future success. Automatic 
Payroll-Deduction of rent and any other financial obligations owed to KDFN is a prerequisite to 
employment by KDFN government for all positions. 
 
● Oath of Confidentiality; 
● Conflict of Interest Declaration; 
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● Valid class 5 Driver’s license, drivers abstract and reliable transportation (is desirable); 
● Satisfactory Criminal Records Check; and 

 
Willingness to work occasional overtime and irregular hours of work which may include weekends 
or evenings is a requirement of job.  
 

K. Position Approval: 
 
I approve this position description as being representative of the work I require to be performed 
and that the responsibility and authority levels identified have been delegated to this position.  It 
has been designed to indicate the general nature and level of work to be performed by the 
employee.  It is not designed to contain or be interpreted as a comprehensive inventory of all duties 
and responsibilities assigned to this job. 
 

Supervisor:  I have reviewed (with the 
incumbent, where applicable) the duties and 
responsibilities assigned to this position. 
 
 
 
 

Signature: 
 

Date 
  

Incumbent (where applicable):  I have 
read the foregoing position description and 
understand that it is a general description 
of the duties assigned to the position 
occupied by me. 
 
 

Signature: 
 

Date 
  

  

Manager, Human Resources: (Comments) 
 
 
 
 
 
 

Signature: 
 

Date 
  

Executive Director: I approve this position 
description as being representative of the 
work required to be performed and that the 
responsibility levels identified have been 
delegated to this position. 
 
 

Signature: 
 

Date 
   

 
 
 
 
 
 
 
 
  


