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INTRODUCTION

This position is located on the Human Resources Management Staff of the Kansas State
Office in Salina, Kansas. The incumbent applies a comprehensive knowledge of human
resources management to advise on the full range of life-cycle functions and assist managers
throughout the State of Kansas in accomplishing their human resources management
responsibilities.

DUTIES

The incumbent serves as the principle program proponent in one or more of the following
areas and as supporting subject matter expert in all others:

Provides position management and classification services to managers and employees.
Advises employees and managers on the position classification process, and use of the
various classification tools such as classification and job grading standards, higher
headquarters decisions, and the use of standard job descriptions. Advises on possible
classification changes, position or employee impact and associated actions to assure
compliance with overall human resource requirements. Conducts position audits, implements
new classification guides and standards, and classifies positions.

Manages the merit promotion program and serves as a Delegated Examining Unit Manager.
Advises management on recruitment and placement strategies, sources and special programs
which support merit system objectives and principles in recruiting for and filling positions.
Assists selecting officials in developing crediting plans to identify appropriate levels of
knowledge, skills, abilities and other characteristics necessary for the recruitment and
placement of internal and external candidates. Assists in developing short and long range
staffing plans to support mission requirements. Assesses employee turnover patterns; reviews
past recruitment practices, and provides advice on future staffing strategies. Identifies
recruitment sources. Provides information to employees and the general public regarding
Federal hiring procedures, employment requirements, and related procedures. Counsels
current employees regarding their career options.

Announces positions, accepts, reviews, and rates applications; certifies candidates, assists
selecting officials with the selection process; and notifies candidates of the results.

Serves as the student employment program manager. Leads the state recruiting team,
directing the activity of area recruitment coordinators to ensure appropriate NRCS participation
in recruitment activities with high schools, colleges, and agricultural organizations. As the
proponent for the recruitment program, ensures it meets short and long-range staffing
requirements and Equal Employment Opportunity (EEO) goals and objectives.
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Provides advice and assistance in identifying responsibilities, duties, and functions to be
performed; on-the-job, on-line, and other training appropriate to each developmental level; and
appropriate performance measurements. Orients students and trains training supervisors.

Reviews and updates personnel policies; i.e., General Manual amendments, and
correspondence providing statewide procedural instructions on staffing, the Merit Promotion
Plan, leave, and other human resources programs. Drafts revisions, and initiates
correspondence as necessary. Provides guidance and assistance on interpretation of laws,
policy, and regulations pertaining to all aspects of human resources. Drafts informational and
training materials for use by others in training employees and supervisors.

Provides advice and assistance on employee relations issues such as discipline, adverse
actions, grievances, performance management, employee counseling, and related functions.
Gathers background information, recommends appropriate disciplinary actions, and prepares
formal correspondence on the full range of disciplinary actions. Advises and assists
employees, managers and supervisors regarding grievance procedures and options for conflict
resolution. Assures that official case files are properly maintained with complete
documentation to support recommended and final action.

Completes a variety of personnel reports by compiling and analyzing statistical data.
Coordinates the preparation of the Affirmative Employment Program plan.

Performs other related duties as assigned.
Works within a team concept to develop and implement ways to improve the efficiency,
effectiveness, and quality of the products and/or services provided to internal and external

customers.

Performs duties in a manner supportive of a safe and healthy work environment, and exercises
safety precautions when exposed to dangerous objects, chemicals, extreme temperatures, etc.

Performs duties in a manner which actively supports civil rights policies regarding personnel
rules and regulations and delivery of NRCS programs and services without regard to race,
color, national origin, religion, sex, age, marital status, or mental or physical handicap.

To perform the above duties, the incumbent must serve as an incidental motor vehicle
operator. This may require the operation of a motor vehicle on both public and private roads
during daylight hours and occasionally after dark. A valid state driver's license is required.
EVALUATION FACTORS

1. Knowledge Required by the Position Level 1-7 1250 points

In-depth knowledge of position classification and management in order to classify the full range
of positions in Kansas; establish new positions; and clearly explain and defend classification
decisions to senior managers, supervisors and employees.
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In-depth knowledge of staffing and recruitment authorities, rules, and regulations to fill all
positions, including highly specialized one-of-a-kind positions.

Knowledge of special appointing authorities; i.e., handicapped, veterans’ readjustment, student
employment, etc., in order to expedite the hiring process and obtain goals for a diverse
workforce.

The ability to interpret and apply rules, regulations, Merit System Protection Board (MSPB),
and judicial decisions, associated with classification, position management, staffing, employee
relations, and student education programs in order to provide information, make
recommendations, and resolve problems on a wide variety of personnel issues.

Ability to communicate orally and in writing in order to originate official correspondence, gather
and analyze facts, explain program requirements, and independently justify decisions and
recommendations to supervisors and employees.

Ability to analyze, interpret and apply federal laws and regulations in order to support a wide
range of human resource programs and functions including advise to managers and
employees.

2. Supervisory Controls Level 2-4 450 points

The incumbent is under the general supervision of the Human Resources Manager who
outlines overall objectives, sets priorities, and deadlines, and provides advice on problems.
Work is performed independently.

The incumbent independently plans and carries out most assignments frequently interpreting
regulations in order to resolve most conflicts that arise. The incumbent keeps supervisor
informed of progress and of potentially controversial matters.

The supervisor reviews completed work for soundness of overall approach, effectiveness in
meeting requirements or producing expected results, and feasibility of recommendations. The
supervisor does not usually review methods used.

3. Guidelines Level 3-3 275 points

The employee uses a wide variety of guidelines and references that include but are not limited
to the Code of Federal Regulations, Qualifications Standards Handbook, Office of Personnel
Management (OPM) Operating Manuals, Position Classification and Qualification Standards
Handbooks, General Manual, personnel bulletins, letters, and memorandums.

The incumbent occasionally encounters situations, which are not covered by the guidelines or
for which the guidelines are general or vague. In these situations, the incumbent uses initiative
and resourcefulness in extending or redefining the guidelines, or deviating from traditional
principles and practices. For example, classifying or recruiting for positions that have no
published classification standards, or recommending a non-traditional solution to an informal
grievance.
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4. Complexity Level 4-4 225 points

The complexity of the position rests upon the various mixes of human resources functions.
Each requires knowledge of a different set of regulations, standards, laws and guidelines. The
incumbent supports a wide range of personnel programs and functions.

Exercises independent judgment in addressing wide variety of issues encountered using
persuasiveness, imagination and judgment to find solutions and resolve complex, unique and
controversial issues or problems. The work requires a high level of analytical skills and an
extremely high level of interpersonal skills in order to identify problems, determine cause and
effect, and recommend corrective actions or program improvements that may impact a broad
range of other programs.

5. Scope and Effect Level 5-3 150 points

The work involves planning, promulgating, and implementing significant elements of the
human resources program for Kansas.

The work affects the ability of managers, supervisors, and employees to meet their
responsibilities. It affects the timely performance of agency activities and delivery of agency
services to the public.

6. Personal Contacts Level 2B 75 points
7. Purpose of Contacts

Personal contacts are with managers, supervisors and employees in the state; human
resource officials at the national level and in other states, with OPM and other federal
agencies; and non-federal individuals and groups, such as employment offices, handicapped
associations, representatives of secondary schools and colleges, etc. Contacts vary in
content, and role, authority and purpose must be established during the contact.

The purpose of these contacts is to explain intent, purposes, and requirements of the
personnel program to management, supervisors, employees and non-federal individuals and
groups and to obtain their support. Contacts are also to explain and defend classification,
staffing, and employee relations decisions.

8. Physical Demands Level 8-1 5 points

The work is primarily sedentary with some walking, bending, carrying of light items, etc.

9. Work Environment Level 9-1 5 points

Work is generally performed in an office setting.

This position is determined to be exempt from the provisions of FLSA.
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