
Our company is growing rapidly and is looking for a division order analyst. If you
are looking for an exciting place to work, please take a look at the list of
qualifications below.

Responsibilities for division order analyst

Handle complex title curative issues
Resolve revenue and joint interest billing discrepancies
Coordinate with revenue accountants in processing revenue adjustments
Mentor and train new division order analysts
Work closely with land negotiators to ensure a smooth exchange of
information related to division order set up, maintenance, deadlines and team
goals
Track suspense accounts for escheat reporting and escrow
Knowledge of state and federal regulations, and standard land and legal
practices to insure the timely and accurate payment of revenues is essential
Under close supervision, analyzes ownership documents for input and
maintenance of ownership systems, and prepares division orders
Assists with research, problem solving and other assigned special projects
Basic Microsoft Office (Word and Excel)

Qualifications for division order analyst

Assist in preparing and/or obtaining curative items to satisfy title
requirements for payment of royalty and overriding royalty burdens
Assist in responding to verbal and written inquiries from royalty owners
and/or their representatives
Assist in analyzing and approving other companies' division orders/transfer
orders for distribution

Example of Division Order Analyst Job Description
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Processes check returns and send out trace letters


