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DA 281-2 (Special) State of Kansas-Department of Adwivistration
Rev. 9/04  PERSONNEL SERVICES

POSITION DESCRIPTION EP Read cech heading
carefully before proceeding, Make statements simple, brief, and complets. Be worian the Form is signed. Send the original to SRS
Personne] Services. Supervisors and incnmbents are responsible for the commpletion of this foxm.

CHECK. ONE: |_{MEW POSITION . {X | EXISTING POSITION

. PART I-Position Bformation :
1. Agency Name |9. Position Number  {10. Budget Program Number
SR § 1 | 24242
2. Employee Name (leave blank if position vacant) [11. Present Class Title (if existing position)
1 Social Worker Specialist
3, Division - |12. Proposed Class Tifle
ISE/Children & Family Services [
4, Section f {13. Allocation
Children and Family Services l ) ; . ,
5. Uit , - | 114{q). Effective Date | 14(b). FLSA Code
, : | ForUse | 1 :
6. Location {address where employee works) { By [15.By Approved
City: Conniy: - | Personmel [16. Audit
7. (Cixcle appropriate time) . : | Office | Date: By:
Fulltive X Pem. X  Inmer | | Date: By:
Parttime Temp. % . 1 |
8. Regular bours of work: (cicle appropriate time) | - - [17. Position Reviews
o . [ Dater |. ’ ,
FROM: 8:00 AM_ TO: 5:00PM [ 4. Date Diite: : Date:

PART IEOrpanizational fnformation - _ o :
18(z). = Bricfly describe why this position exists. - What is the purpose, poal, or mission of the position.)
The Department of Social and Rehabilitation Services is delegated by law the responsibility & investigate and detormine the accutacy
of reports of suspectod child abuse and neglect. Litervention with these families is during times Gferisis. Assessment of family
fanctioning and sound judgment is necessary to determine the safety of the child(ren).” The goal is protection of thie children cither i
", ibeir own home or through ont-of-home placemedt if necessary.’ : ‘
18(h). ~ Ifthis is a roquest to eallocate  position, bricfly déscribe the reorgamization, Teassigament of work, new fanction added by law or
other factors which changed the dpties and responsibilities of the positicn: At this time, the agendy is resllocating this position from a
- Social Work Supervisor to a Social Worker Specialist. - : o
10, Who is the supervisor of this position? (Who assigns work, pives
Name: Title: Social Werker Bupervisor

diroctions, answers questions and is directly in charge.)
Position Number:

Who evahuates the work of zn incumbent in this position? .
Name: ) Tifle: Social Worker Supervisor . Position Number:

20, How nwch Iatimde is allowsd employer iu completing the work: Seebelow.
GYWhich statement best describes the resuls of error in action or decision of this employes?

( ) Minimal property damage, minor injury, minor disruption of the flow of work.

{ ) Moderate loss of tine, jery, damage, or adverse impact on heatth and welfare of othsrs.

( =) Major program faflure, miajor property Toss, or serious fnfury of apacitation.

{ ) Loss of life, disruption of operations of a major BZECY- : ,
“Reguires independent judgment with some supervision. ‘
Jnstruction, mefhods and guidelines ate given to employee throngh the use of procedures and personnel manual aad by ways of verbal
and written agency policy. _ ’ ,
-Requires the ability fo catry out program goals as set ot in
Maintains professional social work standards.

_Receives exfensive training on child abuse and neglect thronghout the year o mainfain program goals. .

When necessary, will be given additional assigniments.

fus CFS Policy and Procednre Manualina Himely manner.

The Upkt supervisor reviews and monitors all ofthe foll
commpliance with agency regulations, content and acourasy.

following tasks through weekly or bi-weekly conferences for completion of an invesiigation for




-

age only. {Use the following format for describing job duties:)

fhe action directed (object of action); why is the action being
o be performed (describe the manper, methods, techniques
Who reviews it? Howoflen? Whatis it reviewed for?

21. Describe the work of this position nging this page or one addftional p
What is the action being done (use an action verb); to ‘whom or what is
done (describe the result or outcome expected); *How is the action expeted
or procedures in which the task is carrenfly performed). For each task state:

Nmfzher Bach Task and Indicate Percent of Time and Idenfify each fimection as essential or marginal by placing an BEor Muexttothe %
of time for each taslé. Fssential fonctions are the primary job duties for which the position was created and that en crmployee must be able
to perform, with or withou reasonable accommodation. A margmal finction is a periphesal, incidental ot mintmal part of the position.

(PH) under the provisicns of die Health Information Portability Act of
rovisions of the TIPAA Privacy Regulation mcluding the requirements
provision of the TIPAA. Privacy

The incumbent of this position has access to protected health information
1996 (TP AA) Privacy Rude. PHI mmst be treated in accordance with the p
for safequarding, releasing and recording the release of such nformation. The incumbent has been trained i the
Regulations as the relate to the duties of this position and has signed a confidentiality agreement.

chﬂ:s ina hmmgaﬁous and cooperative fashion with other staff to provide efficient and effectivg customer services. Uses free time a$ available o
assist other staff'in the completion of work assigmments: perform other tasks as assigned by the Unit Manager. Contributes 1o a positive work
environment through a positive, helpful, courteous demeanor towards staff, castomers, and the general public. Adheres to appropsiats standards of

conduct regarding the use of leave, reparts to work on time and in the designated fashion.

“This position will participate on Tntegrated Service Toaxs {IST) which may inchade feam meetings, working collabaratively to find solutions to.
customer problems and completing work assiguments in a timely manper. This position uses prograttl expertise and fnvolves othér team membars
in exploring opticns; works toward the goal of the team and need(s) of the customer as paramoant; efsures relationships among teamn members are
constroctive and demonstrate muhial support, respect, trust, openness and valies diversity; ufilize a Fannily Centered approach in exploring ’
positive outcomes. . . S ) : ‘ '

No. % EorM

1 49 E  Tnvestigates xeports of child abuse and neglect. Moets tme Tiriés for response, case finding, and assessments
according to agency policies and procedures. Addresses allegztions of the iitial complaints and any other Goncems
. regarding the safoty and welfare of the child{ren} resulting from the investigation. Completes thdrough assessment of
 the family dynamics and present evidence of maltteatment, Détermines whether child{ren} need protection from
further harm by considering facinal information , professional jadgment, and appropriate child protection practice
principlés. Disousses case decision with supervisor. Staffs all cascs of allegod abuse/neglect in fosler bomes, |
residential facilities, and day care homes/facilifies with appropdate staff prior'to proposed finding. Documents aflt
factzal information using appropriate agency forms. o . —
3 20 E Prepares investigation material with complet faformation to present fo the District Atiorney if it is determined the
child{ren) camnot retarn home ar panst be removed from the home. Discusses reasoas for decision to plage chilé(ren)
(ten) being removed, Testifies in Court, and makes ’

in SRS custody with both the family and the child(; 1
recommendations to ensure the protection of the children. Completes adjudication report and subsequent court
reports as needed. Serves as a contact between court and conzractors. Refers Substantiated abuse/neglect cases fo the

District Attomey with appropriaie recopmmendations. -

[

Care, and Adoption in a timely manner according to aseacy
policies and procedures. Provides all reguired mformation fo contrastors S0 appropriate services can be provided to
children and Bumilics, Refers families to appropriate commmmity resources when famibies= needs can be met and the
children protected through commromity resources. Provides family services as.appropriate. Commumicate. options for
. agency and commumity services to mest idenfified castomer nesds In 3 manner thet the cnstomer can nnderstand.
4 15 B - Monitors services provided to fmilies by contractors. Participates it case planning for chfidren and families.
Completes case plag checklists within required time frames. Notifies comiractors of significant changes i familics=
s situations. ) s
5 05 M Atfends individnal conferences with the supervisor, agency staffings, vnit meetings, and other team meetings as
required. Afterds orzntation sessions and trainfng workshops as pladned, recommended or approved by the

supervisor for the purpose of leaming or improving knowledss and gkiils.

3 20 E Completes refemals for Family Preservation, Foster

*The description of how fhe work Is to. be perfoamsed does not praclu&e the consideration of reasonzble accemmodation{s} for qualified persozs

with & disabifity.




Z2

_Failure to protect a child could result in cmotional muma, physical hatm, injury or death.

List the consequences of not performing the essentiel fanetions of this position as identified i Section 2.

Taflure to protect 2 child could result in exposure to contime fmly dysfamction and exposure fo continned child abuse aador neglect

from within or outside the family. )

Failure to be accountable through the information systerns can result in loss of work
-Lawsuits.” : .

_Failure to provide timely services could result in separation of the famdly through foster care.

position to the agency.

T2 Trwork involves leadership, supervisory, or management respopsibilities,

check the staternent which best describes the positicra,

( ) Lead worker assagns, trains, schedules, oversees, or feviews work of others.
( ) Plens, staffs, evahuates, and directs work: of employess of a work unit.
{ ) Delegates authority to carry out work of a unit fo subordinate supervisces OF MADAZETS.

b. List the class titles, and position numbers of alf persons who are supervised directly by employes on this pasition.

Tidle Pc»siﬁou/K[[’l’S'Nmnber

24,

" Forwhat purpose, with whort and how frequently arc contacts made with the public, other empkxyegs or officials?

Drarifyg the conrse of the investigation, daily contacts aro made wifl parents, persomnel from ﬂ:e fm}e:rgency shelj:eIS; lawr enfoxcamnt
school personnel, District Aitorsey, commugity social service agencies, victims, Juvenile and Criminal Coust, friends and neighbors and
relaufves of client, hospitals, contractots, other stateand local sacial service agencies: - : : -

What hazards, risks of disoomforts exist on the job or in the work environment?

Threats to life from hostilc clients and perpetrators. .

_Threats to health from exposnre to the bome that are entered(ic. lice, disease).
Discomfort from the prossure of commmnities expectations being different from agencies.
~Threats of for actusl lawsaits. . o ) '

—Stress. ) ' :

-Verbal abuse.

26.

Tist machines or equiprmeent used regnlaﬂy in the work of this positio'n. Indicate the frequency with which they are nsed.

~Cefl Phones
~Statefporsonal car-daily
~Telephone-daily

—Compnterudaﬂy
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PARY IH-Edpeation. Experience apd i’hvsical Requirements information.
27. Mingmum Qualifications as stated in the State of Kansas Class Specification.

with 2 major in social work; or 2 bachelor=8 degres from an
session of a Kansas Social work Heense. .

A bachelor=s degree from an éccrcdited four-year college or imiversity,
accredited four-year college or nmiversity with a major i axy field, and pes

78, SPECIAL REQUIREMENTS

A, State zny additions] qualifications for this position that are ne,i:essary to perform the essential fimstions of the posthion. (License,

- registration or cedification).

Baccalaureats degree in social work from an accredited program.
B. Vst any skl codes or selective certification required for this position. Selective certification must frst be approved by the State
. Division of Personnel Services.
-At the time of appointment, mnst be licensed to practice social work in the State of Kanses
-Valid Diiver=s License. - : .

C.  Listpreferred education or.cxperience that mﬁy be used to sereen applicanis.
Knoﬁledge of socal work theory, principles, methods and varicties of human behavior. Kncw]efige of the e'.ﬁect of cm_.oﬁogal, secx.a],

cconommic and cultural nfluences on children axd adults. Knowledge of crisis intesvention techniques. Abilily 1o fimction consistonily -

wnder pressure. Ability 1o exercise sound judgment with close to soderats spervision. Strang mexpersonal slcills, fnchuding the ability

to build eross—cultural relstiopships. Conflict resolution skills. Fime smanagerment gkills. Organizational skills. Strong verbel god

29 ‘Describe the phrysical characteristics of the job as they relate To essential fanciions @focus on results, not mettieds of obtaining results).

30. .’Q_Q;ﬁcn'fbshany methods, fechniques ot p_rocédures that must be wsed to instre safety for equipment, mnployeés, clients and others.
All eaﬁploye_&s’ are indtructed to-usc standard safety devises available for machinery and equipment. All Bn_lploye_m_ are msﬁ'uc&:d to follow _
indnstrial, safety, and heslth gnidelines, e.g. using proper lifting techniques, ustng dollies and/or other Jevises to dJ_strﬂ:mte eq}npm_ent,‘ computer )
breaks to Test eyes and stretch, wist rests for computer keybourds, seatbelts, for aufomobiles, etc. _%ploye_cs are mtmctﬂd to mafmzin

environmental awareness during field wirk to avoid or otherwise prevent or minimize ansafe situations zod unsafe personal comdact. Enployees

ars cantioned 6 execute strict keyfoode control for agency facilifies and Jock alt doars after normal duty hours.

PART TV-Sienatures

Signature of Bmployee  ~ Daie Signature of Personnel 0£ﬁcial Date

Signanre of Agency Heador

Sisnatnre of Superviser Tate ) :
= Appointing Authosity




