
1.	Agency Name                                                                                            9. Position 10.	Budget 

2.	Employee Name (leave blank if position vacant)	 11. Present Class Title (if existing position)

3.	Division	 	 	 12. Proposed Class Title

4.	Section

	

5.	Unit	

6.	 Location (where employee works)	

	 City:                                                  County:

7.	Check appropriate time:

	  Full time	  Permanent	  Intermittent

	  Part time	  Temporary	  Percent: _______

8.	Regular hours of work

	 FROM: ________  AM     PM         TO: ________  AM     PM   

DA 281-2	 State of Kansas – Department of Administration
(Rev. 10-12)	 DIVISION OF PERSONNEL SERVICES

Position Description
Read each heading carefully before proceeding. Make statements simple, brief and complete. Be certain the form is
signed. Send the original to the Division of Personnel Services.

CHECK ONE:      NEW POSITION          EXISTING POSITION
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PART I – Items 1 through 12 to be completed by department head or personnel office.

13.	Allocation

14.	Effective Date

15.	By:	          Approved:

16.	Audit
	 Date: _____________	 By: _____________________________

	 Date: _____________	 By: _____________________________

17.	Audit
	 Date: _____________	 By: _____________________________

	 Date: _____________	 By: _____________________________

18.	If this is a request to reallocate a position, briefly describe the reorganization, reassignment of work, new function added by law or other factors which 	
	 changed the duties and responsibilities of the position:

19.	Who is the supervisor of this position (person who assigns work, gives directions, answers questions and is directly in charge)?
	 Name	 Title	 Position Number

	
	 Who evaluates the work of an incumbent in this position?
	 Name	 Title	 Position Number

20.	a) How much latitude is allowed employee in completing the work?  b) What kinds of instructions, methods and guidelines are given to the employee in 	
	 this position to help do the work?  c) State how and in what detail assignments are made:
	

PART II – To be completed by department head, personnel office or supervisor of the position.
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21.	Describe the work of this position using this page or one additional page only. Use the following format for describing job duties:

	 What is the action being done (use an action verb); to whom or what is the action directed (object of action); why is the action being done (be brief); how 	
	 is the action being done (be brief). For each task state: Who reviews it? How often? What is it reviewed for?

	 Number each task and indicate percent of time:

No. and % Job Duties
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22.	a.	 If work involves leadership, supervisory or management responsibilities, check the statement which best describes the position:
		  	 Lead worker assigns, trains, schedules, oversees or reviews work of others
		  	 Plans, staffs, evaluates and directs work of employees of a work unit
		  	 Delegates authority to carry out work of a unit to subordinate supervisors or managers

	 b.	 List the names, class titles and position numbers of all persons who are supervised directly by employee in this position:

		  Name                                                                     Class Title	                                                                                    Position Number

23.	Which statement best describes the results of error in action or decision of this employee?
	 	 Minimal property damage, minor injury or minor disruption of the flow of work
	 	 Moderate loss of time, injury, damage or adverse impact on health and welfare of others
	 	 Major program failure, major property loss, or serious injury or incapacitation
	 	 Loss of life or disruption of operations of a major agency

	 Please give examples:

24.	For what purpose, with whom and how frequently are contacts made with the public, other employees or officials?

25.	What hazards, risks or discomforts exist on the job or in the work environment?

26.	List machines or equipment used regularly in the work of this position. Indicate the frequency with which they are used:
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PART III – To be completed by the department head or personnel office.

27.	List the minimum amounts of education and experience which you believe to be necessary for an employee to begin employment in this position:

	
	 Education – general:

	
	

	 Education or training – special or professional:

	 Licenses, certificates and registrations:

	 Special knowledge, skills and abilities:

	 Experience – length in years and kind:

28.	SPECIAL QUALIFICATIONS
	 State any additional qualifications for this position that are necessary either as a physical requirement of an incumbent on the job, a necessary special 
	 requirement, a bona fide occupational qualification (BFOQ) or other requirement that does not contradict the education and experience statement on the 	
	 class specification. A special requirement must be listed here in order to obtain selective certification.

___________________________________________	 _____________	 ___________________________________________	 _____________
Signature of Employee	 Date	 Signature of Personnel Official	 Date

___________________________________________	 _____________	 ___________________________________________	 _____________
Signature of Supervisor	 Date	 Signature of Agency Head or Appointing Authority	 Date



 

 

 
 

Position Description Attachment 
 

 
 
 
 


	2: Yes
	4: 
	5: Public Lands 
	7: Neosho Wildlife Area 
	8: St Paul
	9: NO
	10: Yes
	12: Yes
	13: Off
	11: Off
	14: Off
	15: Off
	16: 
	17: 
	20: 
	18: Off
	21: Off
	22: Off
	3: KS Dept of Wildlife & Parks
	23: 233854
	24: 
	25: F/W Biologist (Public Lands Manager III)
	26: 
	1: Off
	6: 
	28: Monte Manbeck
	29: F/W Biologist Supervisor (Public Lands Regional Sup)
	30: 230307
	27: 
	31: Monte Manbeck
	32: F/W Biologist Supervisor (Public Lands Regional Sup)
	33: 230307
	19: Off
	34: Employee is given broad latitude in making decisions and implementing work assignments under an objective-based management system.  Supervisor gives broad instructions, but the employee must utilize field judgment to fully implement projects. Assignments are usually given verbally, on a project by project basis with periodic checks for completeness. Employee must make work adjustments in response to changing or unexpected conditions. Employee is expected to complete field tasks with a minimum of supervision.
	35: 


25%








   
20%








20%
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	36: This position is the lead manager at the Neosho and Hollister Wildlife Areas and Bourbon and Neosho State Fishing Lakes totaling 6,274 acres.

This position is a professional management position in wildlife conservation and management.  Activities are varied across the properties and include; planning, organizing and directing activities and programs at complex and large state department-managed properties. The position is responsible for oversight, operation, and development of permitting, application of controlled chemicals, minerals management, vegetation and habitat management, watershed and water level management, wildlife management and visual and air quality. Carries out complex field and office research or investigations and makes professional observations and judgments necessary to identify adverse pressures on animal, plant, and human life associated with the state’s natural resources. Determines the need for, and arranges for, the collection of special samples, analyzes results, and makes recommendations as to course of further actions. 

This position serves as the lead manager conducting activities on 4 properties totaling 6,274 acres. Annual expenditures average $160,000 but fluctuate due to variability in agricultural income.  The position manages an organizational unit that is federally or state-owned. Grants easements or issues leases, licenses and permits for a variety of uses. Duties may include coordinating land use authorizations, such as mineral leases or special uses. Agricultural activities and food plots include over 800 acres of permitted farming and 1,303 acres of grazing. Facilities and infrastructure management includes 14 buildings, 9 miles of roads, 24 wetlands and potholes with 20 miles of levees, 35 water control structures, 8 boat ramps and launches, 5 docks, 35 piers, 6 vault toilets and 1 youth fishing ponds. 

This position directs all capital improvement construction and maintenance projects including all necessary permitting before construction. Includes budgetary development and oversight responsibility for area operations, seasonal salaries and revenues from the sale of licenses, permits and other forms of revenue generated from the area property. Interprets and assess the impact of new legislation on the formulation and the execution of budgets.  Reports activities including, law enforcement reports, income submission reports, agency purchase orders, agricultural summaries, federal aid, grant reports and others as directed. Responsible for coordination of seasonal and contractual labor work. This position requires the frequent use of computer based technologies including but not limited to Microsoft Word, Excel, Power Point, Access and ArcView GIS.

Performs the administrative and human resource management functions relative to the staff supervised. Plans, schedules, and assigns work to subordinates. Establishes guidelines and performance expectations for staff members. Carries out Equal Employment Opportunity (EEO) policies and program activities. Interviews and hires skilled and semi-skilled employees. Coordinates with department personnel in wildlife studies and data collection opportunities. Responsible for bidding and contracting work following department guidelines.

Promotes awareness of programs, laws, regulations, flora and fauna in assigned areas to the visiting public and to the members of the Department’s constituent groups, members of local city and county boards and legislators in state government. Responds to the public’s requests concerning procedures and applicable laws; coordinates with local community groups in planning effective programs and services. Prepares and furnishes interpretive programs to the public; responsible for directing agency and unit activities to the general public through programs, the media and general contact. Fields general questions from the public regarding rules and regulations, restrictions and opportunities that are provided on public and private lands in Kansas. Coordinates with department personnel in hunter education and retention programs, and also with non-government organizations on special management and/or habitat projects.

--See attachment for continued job duties--
	37: Yes
	38: Yes
	39: Yes
	40: 
	42: 227722
	43: 
	41: Environmental Associate (PL Manager I)
	44: 
	45: 
	46: 
	47: 
	48: 
	49: 
	50: 
	51: 
	52: 
	53: 
	54: 
	55: 
	56: 
	57: 
	58: 
	59: 
	60: 
	61: 
	62: 
	63: 
	64: 
	65: 
	66: 
	67: 
	68: 
	69: 
	70: 
	71: 
	72: 
	73: 
	74: 
	75: 
	76: 
	77: 
	78: 
	79: 
	80: 
	81: 
	82: 
	83: 
	84: 
	85: 
	86: 
	87: 
	88: 
	89: 
	90: 
	91: Yes
	92: Yes
	93: Yes
	94: Yes
	95: Because of the independent nature of the job and wide geographic distribution of employees, all of the above could occur in the performance of routine duties. Errors in action or decision in law enforcement duties could bring about major program failure and possible injury or loss of life. Errors in judgment may also cause delays in project completion, inefficient use of time or labor, and loss of service to the public. Failure or error in judgment may endanger the employee, the public, seasonal laborers, damage property, or result in loss of time and provide grounds for legal action. Errors in judgment may affect major programs, resulting in loss of revenue to the Department.
	96: Daily contact with other employees in normal work duties. Daily contact with the public is through information requests, enforcement actions, public speaking, or field activities in proximity to public use areas.
	97: Normal risks associated with law enforcement work; hazards encountered while operating vehicles, farm tractors and implements, shop tools and equipment. Some work conducted under inclement weather conditions causing discomfort. Strenuous activity related to moving large or heavy objects could result in physical injury. Employee is around petroleum products, paint and pesticides and proper storage and handling is essential to reduce risk of bodily harm. 
	98: DAILY:  Variety of computer software and programs, including GIS and SAS technology; pickup
FREQUENTLY:  Scientific equipment, including GPS technology; sampling equipment; firearms/law enforcement equipment
OCCASIONALLY:  Tractor and farm implements, power & hand tools
SEASONALLY:  Prescribed burning equipment, chemical application equipment
	99: Bachelor’s Degree in fisheries science/management or wildlife science/management.
	100: 
	101: Must possess a valid driver’s license and must attain and maintain professional licenses and certificates as determined by project demands.
Must pass a background check. 
	102: 
	103: Four years of experience in directing a field office with operations relevant to the agency's operations. Education may be substituted for experience as determined relevant by the agency.
	104: -- See attachment --
	Text1: 21.
10%
Enforce rules, regulations, and criminal and traffic laws pertaining to protection of natural resources, people, property, and area facilities by documenting, detecting, and investigating violations, writing criminal complaints and reports, and arresting violators when warranted. Participates in natural disaster and search and rescue operations. Gathers evidence and testifies in court. Investigates accidents. Works alone, often in remote areas, and effectively coordinates special law enforcement operations with the Law Enforcement Division and local authorities. Assists other state and local agencies with traffic accidents, public safety situations, and other urgent or emergency situations. Attends required training to maintain full-time law enforcement officer certification to participate in the full performance of law enforcement duties. Explain laws and regulations to prevent violations.


28. SPECIAL QUALIFICATIONS

This class requires the employee to be certified as a law enforcement officer by the Kansas Law Enforcement Training Commission. Certification must be obtained before the employee is given permanent status. The employee must complete a basic law enforcement training program recognized by the Kansas Law Enforcement Training Commission and annual training as required by K.S.A. 74-5607a.  This class requires the use of a firearm for law enforcement duties; therefore, to be eligible for appointment to a position in this class, candidates cannot have been convicted of a felony or misdemeanor domestic violence crime as set forth in 18 U.S.C.§ 992 (g) (8) and (9). To be eligible for certification in the state of Kansas, one must also be free of any diversions from a felony or misdemeanor domestic violence crime as set forth by the Kansas Law Enforcement Training Act.  Candidates for positions in this class must have the following: be a U.S. citizen; be 21 years of age at the time of appointment; free of conviction of any crime punishable by imprisonment in a federal penitentiary or a state prison; and be required to pass a physical exam administered by the hiring agency.  This class requires that at the time of appointment the selected candidate must take and pass a drug screening test approved by the Division of Personnel Services.  


