	Open Competitive

	EMPLOYMENT OPPORTUNITY

	Department of Natural Resources

	State Land Board

	Job Title:    
	Technician IV
Inventory Manager

	Position Number:
	PCA 62

	Job Location:
	Denver, CO (Location Code: 812)

	Salary: 
	$3534-$5097 per month (This position is Exempt therefore not eligible for overtime or compensatory time)

	Release Date: 
	 August 23, 2010
	Apply By:
	September 7, 2010

	Employment Type: 
	Full-Time

	Class Code 
	H4M4XX


      
Information About The Job:
WORK SETTING 
This position is located in the State Land Board, specifically the State Land Board Services Section.  The Services Section is responsible for providing support to all the operations of the State Land Board.  There are 44 FTE at the State Land Board managing over 10,000 leases and contracts which produce $60 million per year.  There are 12 monthly Board meetings, 30+ annual land transactions, and hundreds of leases and contracts issued every year.  This section supports all of these functions.    

The State Land Board manages 9,300 individual subsurface parcels containing oil & gas, coal, and/or other mineral rights and the Board also manages 6,800 individual surface parcels for agricultural, recreational, commercial, renewable energy, and host of other purposes.  The Board owns buildings, fences, equipment, and water rights.  Effective land management requires an accurate, complete, and up-to-date asset inventory.  

This position exists to manage the asset inventory of the State Land Board.  The position is responsible for researching and validating all inventory data.  This position approves all inventory and inventory changes.  The position develops and updates a database for non-land assets with a focus on the water rights inventory (wells, reservoirs, augmentation plans, ditch company water shares, non-tributary and not-non-tributary aquifer water, and tributary and non-tributary river water rights) as well as improvements (houses, cabins, barns, corals, fences, and equipment).  The position maintains all valuation, survey, environmental assessment and other important documentation information related to individual assets.  

DUTIES: 
· Validate and process inventory changes.  Build complete and GIS compliant legal descriptions.  Review and approve proposed and Board approved inventory changes on a legal description-by-description basis including both disposals and acquisitions.  Make parcel-by-parcel changes to the  State Land Board’s database inventory and provide complete documentation for inventory changes.  

· Research and validate existing land and minerals inventory covering over 35,000 individual ownership records.  Analyze and make technical changes to existing inventory through legal descriptions.  Compare the State Land Board’s land and mineral inventory to the federal (BLM), county, and/or city land records and planning departments.  Recommend land and mineral inventory changes, as required/needed.  

· Inventory and track non-land or mineral asset inventory including property improvements and water rights. Develop tracking database and update surface improvements (buildings, equipments, and fences) and water rights (well permits, ditch rights, reservoir adjudications, and surface diversions) inventories. Indentify and prioritize the Board’s response to water rights adjudication and filings.  Seek specific legal review and response to all water issues on State Land Board property.    

· Develop, review, and maintain critical asset inventory documentation.  Collect and catalog legal ownership documents including but not limited to surveys, permits, and certificate of occupancy, appraisals, and multiple forms of title to a level sufficient enough to prove compliance with local government zoning code and/or state or local regulation.  
REQUIREMENTS:
Education and Experience – Four years of work experience in land records, surveying/mapping or database management. 

Substitutions - A bachelor’s degree from an accredited college, university or non-correspondence school course work related to the work assignment may substitute for up to three years of the required experience.  At least one year of related work experience in the field as listed above is required, and cannot be substituted with education.  A copy of your official or unofficial transcripts must be submitted with the application to receive credit for your education.
NECESSARY SPECIAL REQUIREMENTS:  Former employees of the Colorado Department of Natural Resources must have concluded employment in good standing to be eligible for rehire.  

HOW TO APPLY:  Only current residents of State of Colorado are eligible to apply; current classified state employees will be required to participate in the examination process.
PLEASE INCLUDE A VALID E-MAIL ADDRESS, THAT YOU WILL CHECK FREQUENTLY, as communication and information regarding this position may be sent through e-mail.  Please be sure your e-mail account is set-up to receive messages from @state.co.us and/or check your 'junk mail/spam' account to be sure messages from the Department of Natural Resources have not been filtered out of your 'inbox.'

IMPORTANT INFORMATION: Review the duties, minimum requirements, substitutions, and necessary special requirements carefully.  If you meet the qualifications, and would like to apply for this position, you must:  Submit a completed Official State of Colorado Application and Demographic Information Form, *Including a valid email address.  Be sure your application addresses all of the minimum and preferred qualifications for the position.  Please write clearly, avoiding acronyms, and with sufficient information to allow the Human Resource Specialist to easily determine your qualifications.  We will not infer your experience from your statements.  Be sure that the Official State of Colorado Application and Demographic Information Form are received in our office no later than 5:00 p.m. on the closing date.  Postmarks are not accepted as timely receipt of applications.  Failure to submit a properly completed application by the published deadline may result in your application being rejected.
NOTE:  ONLY completed applications will be used to determine meeting of minimum qualifications as announced.  Statements such as "see resume statements" or "see attached documents" are NOT acceptable in lieu of the completion of an official State of Colorado application form.   Please do not send your performance appraisals, letters of reference or recommendations at this time.  Those types of documents should be brought if invited for an interview. 

If you fax your information be sure that you receive a receipt of transmittal from your fax machine as we will be unable to confirm receipt of each and every application received. We encourage applicants to submit materials as soon as possible; do not wait until the 'apply by' date as it may difficult to transmit your fax in time. Late materials will result in the rejection of your application.

Mail/Fax to:

Office of Human Resources





Attn: Joyelle Camilli




Department of Natural Resources





1313 Sherman Street Room 415




Denver, CO 80203




303.866.6499 (FAX)

Applications for announced vacancies with the Department of Natural Resources may be obtained from our office at the above address, the Department of Labor & Employment Workforce Centers, at local libraries, or from the State of Colorado job announcement site on the Internet.   The address is:

http://www.gssa.state.co.us/announce/Job+Announcements.nsf/$about?OpenAbout  

For a Workforce site near you, go to: http:www.coworkforce.com/emp/wfc_map.asp    

IMPORTANT INFORMATION: 

Applications are part of the selection/testing process and will be reviewed to determine: if you meet the minimum requirements for the position; the top group to be invited for further testing, and/or; the applicant's rank and to establish an eligible list.  Be sure your application specifically addresses the requirements listed above.  Attach additional pages if necessary, to fully explain your experience and education.  If additional documents (transcripts, licenses, certificates, resumes, cover letters, etc.) are required, make sure you include them in your application materials.  Failure to include required documentation may result in your application being rejected or your failing the application review exam.  You will receive a letter if your application is not accepted as meeting the minimum requirements.  You may contact our office at the number on the letter within five days of receipt to discuss/clarify your qualifications.  If you still do not agree with our decision regarding your qualifications, you have the right to have your application reviewed by the State Personnel Director.  Your request for a Director's review must be received in the State Personnel Director's office within ten days from your receipt of the reject letter.  To request a review, you must include: 1) the job title; 2) the agency involved; 3) the name of the agency representative with whom you discussed your rejection; 4) date(s) of the conversations: 5) the specific issue being contested; 6) the reasons you believe the decision to reject your application was arbitrary, capricious, or contrary to rule or law.  Direct your request to: State Personnel Board, 633 17th Street, Ste 1320, Denver CO 80202. 

Failure to submit the required documentation (i.e., late and/or incomplete) by the specified deadline will result in your application being rejected.  State of Colorado Application forms may be obtained via the Internet at the following address: 

http://www.gssa.state.co.us/announce/Job+Announcements.nsf/Web+Pages/WelcomeAppl?OpenDocument   
If you are covered by the Address Confidentiality Program, CRS 24-21-201 through 24-21-214, please notify the HR office or analyst listed on this announcement at the time of application so that you are provided the appropriate time extension for notifications provided by U.S. mail. You will be asked to provide a current and valid ACP card. The extension allowed under this program applies only to U.S. mail notifications that include a deadline of 10 days or less.
