Government of
AN Northwest Territories

IDENTIFICATION

Department Position Title

Industry, Tourism and Mineral Data Specialist

Investment
Position Number Community Division/Region
63-14357 Yellowknife Mineral and Petroleum
Resources Division
PURPOSE OF THE POSITION

The Mineral Data Specialist is accountable for the integrity of the mineral tenure database that
supports administration of third-party rights and interests. This includes the development of
policies, objectives, strategies and technical standards, especially relating to mineral tenure
including the preparation and publishing of information (statistics, reports, maps and
databases in paper and digital format), and making information available to the public in an
accessible manner and on a timely basis. The Mineral Data Specialist is responsible for
ensuring that the public registry for projects is up-to-date and accurate to support regulatory
requirements. The Mineral Data Specialist is also responsible for ensuring information and
data related to mineral tenure regulatory administration is property maintained and
recorded.

SCOPE

The Mineral Data Specialist (Specialist) is located in Yellowknife and reports to the Manager,
Mining Recorders’ Office (Manager). The Specialist is responsible for development,
implementing, maintaining and ongoing evaluation of the Mining Recorder’s Office (MRO)
mineral tenure dataset.

The mandate of the Department of Industry, Tourism and Investment (ITI) is to promote
economic self-sufficiency through the responsible development of Northwest Territories
(NWT) mineral and petroleum resources, the development of natural resource industries,
including agriculture, commercial fishing and the traditional economy, and the promotion and
support of tourism, trade and investment, business, and manufacturing and secondary
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industries, to create a prosperous, diverse and sustainable economy for the benefit of all NWT
residents.

The Mineral and Petroleum Resources Division (MPRD) develops and delivers policy,
programs and services related to minerals and petroleum exploration and development,
transportation to market and the management of land tenure associated with mineral and
petroleum subsurface resource rights for public lands in the NWT. The MRO manages third
party sub-surface mineral rights and interests.

The mineral resource industry is an essential contributor to the economy of the NWT. Over
the past ten years, the Government of the Northwest Territories (GNWT) has collected an
average of nearly $100 million annually in revenues from diamond mines. From exploration
to operating mines and reclamation and closure, the industry provides NWT residents with
procurement opportunities, jobs, training, scholarships and donations.

The Specialists primary responsibility is the data management and control of the Mineral
Information Tenure System (MITS), Mineral Tenure Map Viewer, and DIIMS databases for the
MRO by ensuring integrity of the data by verifying the data input. This information is used by
staff, industry and management to provide readily available mineral tenure information to
determine availability of mineral rights, ownership of claims and mineral leases, and permits.
Industry uses this information to make decisions on exploration and land use; staff and
management use this information for responding to enquiries and the general business of the
unit.

The NWT is facing a historic opportunity with the new Mineral Resources Act (MRA) to
redefine its relationship with its people and the mining industry that has helped shape the
NWT. Successful implementation of the MRA, including a state-of-the-art mineral tenure
management system (i.e. Mineral Administration and Registry System (MAARS)), can place
the NWT among the leading mining jurisdictions worldwide, attracting investment for the
benefit of all NWT residents for decades to come. The MAARS will replace the MITS once
implemented.

The Specialist will support the development and implementation of MAARS. Critical for
successful implementation is the availability of modern electronic data, and information and
data management systems to collect and allocate mineral (third party) rights. Outdated
systems erode functionality, create unnecessary costs and delays, and will detract industry
from conducting business in the NWT. Modern technology for administrators and clients will
be critical for maintaining and enhancing the NWT’s efficiency and competitiveness into the
future. The proposed new software system (i.e. MAARS) will cover all aspects of mineral rights
and build mineral resources administration capacity for governments, industry and the public.
MAARS will establish a modernized information system for mineral interest management and
administration. The MRO’s current application, the Mineral Information Tenure System
(MITS) is not capable of delivering the scope of functions demanded by the new MRA.

The Specialist works within a legislative and regulatory framework that includes: the Mineral
Resources Act, the Territorial Lands Act, the Coal Mining Regulations, the Dredging
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Regulations, the Financial Administration Act as well as GNWT and ITI policies and
procedures.

As a member of the MRO team, the Specialist works closely with colleagues within the MRO,
the MAARS Implementation Division, Information Systems Shared Services (ISSS), Technology
Service Centre (TSC) and vendors. As the MRO moves toward MRA implementation, there will
be increased contact with ITI Divisions such as Diamonds, Royalties and Financial Analysis
(DRFA), the Northwest Territories Geological Survey (NTGS) and the Mineral and Petroleum
Resources Division (MPRD). The Specialist determines when issues should be escalated to a
higher level.

The Specialist works under general direction and plans, schedules and monitors their own
work competently within limited deadlines and according to relevant standards and
procedures.

RESPONSIBILITIES

1. Manages and controls daily data input in MITS and DIIMS databases.

e Manages, controls and administers SAP Business Intelligence reporting tool data
catalog associated with the MITS database for use in preparing ad hoc and scheduled
reports.

e Manages and controls historical and current information in MITS to provide for
accurate and timely responses to public inquiries and requests of a statistical nature.

e C(reates ad hoc and standard reports using available report building tools, including
SAP within the GNWT to assist staff in providing information regarding mineral
activities.

Assists staff in recommending appropriate training courses for computer software.

e Responsible for data integrity of the MRO website and working with the

Communications Unit to ensure consistent operation.

2. Provides oversight and project management of changes or adjustments to MRO

applications.

e Liaises with ISSS staff on proposed changes or adjustments to MITS.

e Troubleshoots electronic media, printers, computers and scanners for the MRO as it
relates to the MITS and MAARS databases.

¢ Ensures data quality and integrity by verifying problems identified by staff.

e Prepares and is project manager for all contracts or change requests related to MITS
and MAARS.

e Coordinates the testing of new software versions for MITS, Mineral Tenure Map Viewer
and MAARS.
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3. Supports the implementation of the MRA and the operationalization of the MAARS
by contributing advice, expertise and recommendations.
e Researches, analyzes and develops recommendations.
e Reviews actions or proposals to determine the impact on mineral tenure data systems.
e Conducts analysis and formulates advice on new regulation and data management
systems and contributes to the Departments recommendations for the consideration of
Senior Management.

4. Supports the development of legislation, regulation, policies and strategies.
e Participates on task teams as a subject matter expert on the current MITS and Mineral
Tenure Viewer databases in order to ensure a smooth transition from MITS to MAARS.
e Analyze and provide inputs and recommendations for the design and management of
existing and new regulations, applications, databases and guidelines related to the
MRO.
e Troubleshoot and provide guidance for system applications for solutions.

5. Maintain a public registry to meet the requirements of the Mineral Resources Act by:

e Ensuring the orderly, phased transfer of over 70 years of records and materials into
the public registry.
Managing all MRO documents and records on an ongoing basis.

e Maintaining a public registry to receive and retain applicable documents relating to
regulatory applications and regulatory processes.

e Developing publication standards and formats and ensuring they are followed for
digital and printed materials posted to the public registry.

e Ensuring all applicable documents relating to any regulatory action are accessible to all
parties, including the public, with an interest in the regulatory action.

6. Manages statistical information and other reports that are generated by the MRO
including:
e Makes non-privileged information available to the public.
e Provides analytical support and statistics for MRO reporting.

7. Ensures the integrity, confidentiality and security of highly sensitive information
such as industry reports, summaries, submissions and materials by developing and
implementing appropriate controls systems.
¢ Ensuring the security and protection of privileged information.

e Develops and maintains a business resumption plan for mineral tenure digital data.
e Responsible for client refunds, forfeiture and financial reporting of the revenues for the
Mining Recorder’s Office;
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WORKING CONDITIONS

Physical Demands
No unusual physical demands.

Environmental Conditions

No unusual environmental conditions.

Sensory Demands

Periods of concentrated listening during meetings. Periods of concentrated focus in analysis of
documents.

Mental Demands

The incumbent undertakes work on which there are client expectations for quality and timely
completion of activities with a particular emphasis on responsiveness in addressing service
management issues. The incumbent will be under pressure to deliver operational services
that contribute to meeting client expectations and business requirements while also meeting
operational requirements.

KNOWLEDGE, SKILLS AND ABILITIES

Knowledge of database theory, design principles, modeling and administration.

Knowledge of principles and practices of project management to plan, organize and
coordinate the activities of a project team, which include contractors.

Knowledge of the software development lifecycle, as well as the various methodologies
including predictive (plan-driven) approaches or adaptive (iterative/agile).

Knowledge of records management and information management principles, including
statistical information, documents and technical reports and physical specimens.
Knowledge of legislation, regulations and policies that pertain to the management of
mineral rights.

Ability to manipulate and retrieve data from automated systems and various application
software and spreadsheet applications.

Writing, presentation and public speaking skills are needed when providing training to
employees on the various MRO applications.

Verbal and written skills in order to be able to convey complex technical issues to a non-
technical audience.

Project management, organizational and time management skills.

Ability to handle and safeguard complex, sensitive and confidential information with
integrity, judgment, discretion and professionalism.

Ability to read and comprehend two dimensional, three dimensional spatial and graphical
information such as maps.

Ability to work independently with general supervision.
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Typically, the above qualifications would be attained by:

An undergraduate degree in computer science, management information systems or business
administration with two or more years or directly relevant experience in database design,
administration and implementation.

ADDITIONAL REQUIREMENTS

Position Security (check one)

[ ] No criminal records check required
Position of Trust - criminal records check required
[ Highly sensitive position - requires verification of identity and a criminal records check

French language (check one if applicable)

[ French required (must identify required level below)
Level required for this Designated Position is:

ORAL EXPRESSION AND COMPREHENSION

Basic (B) O Intermediate (I) O Advanced (A) O
READING COMPREHENSION:

Basic (B) 0 Intermediate (I) 0 Advanced (A) O
WRITING SKILLS:

Basic (B) 0 Intermediate (I) 0 Advanced (A) O

(1 French preferred
Indigenous language: Select language

(] Required
] Preferred
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