
1.	Agency	Name																																																																																												9.	  Position	Number																		10.	Budget	Program	Number

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


	2: Yes
	4: 
	5: Central Office
	7: Fraud Investigations -Legal
	8: East Region
	9: 
	10: Yes
	12: Off
	13: Off
	11: Off
	14: Off
	15: Off
	16: 
	17: 8:00
	20: 5:00
	18: Yes
	21: Off
	22: Yes
	3: Department for Children and Families
	23: K0109435
	24: 
	25: Special Investigator I
	26: Human Services Consultant 
	1: Off
	6: Executive - Legal 
	28: Kenley J. Thompson
	29: Director, Fraud Investigations
	30: K0221613
	27: Conducts reviews of cases for identification of potential welfare fraud and recovery of funds.  Reviews and examines agency records, community sources, and client interviews, focusing on the detection and prevention of all types of welfare fraud arising in all public assistance programs administered by the Department for Children and Families.  Presents evidence and testifies in judicial and administrative proceedings.  Reviews applications of individuals who applied for, received, or were denied services by the agency, to assure services, procedures, and decisions appropriately addressed the applicant’s needs while complying with federal, state, and agency rules and regulations.  Consults, advises, and coordinates with all Fraud Unit personnel, agency attorneys, law enforcement officials, prosecutors, and agency employees regarding cases referred for fraud investigations and determines overpayment amounts. 
	31: Kenley J. Thompson
	32: Director, Fraud Investigations
	33: K0221613
	19: Off
	34: The HSC exercises independent judgment in the preparation and calculations of overpayments in assigned cases.  Work is done largely independently on the basis of established agency policies and procedures.  The duties range in complexity and require multiple, unrelated steps to accomplish.  The HSC has responsibility and wide latitude as to how the assigned tasks are completed.  Assignments are made by the Director, Fraud Investigations, or a supervising Investigator.  General directions are given, and the HSC is expected to develop personal work sequences within established procedures, methods, and policies. 
	35: 1    30%2    30%3    15%4    15% 5      5% 6      5%
	36: REVIEW AND ANALYSIS OF CASES FOR DETERMINATION OF POSSIBLE RECIPIENT WELFARE FRAUDConducts reviews of cases in order to gather information on TANF, Food Assistance (SNAP), Medical Assistance, Child Care Assistance, and all other public assistance programs administered by the Department for Children and Families in order to identify, detect, and prevent welfare fraud and overpayments.   Examine and analyze state, community, and agency records, to include data concerning EBT card use, and client interviews in order to determine whether welfare fraud or benefits overpayments have occurred.  Determine whether any overpayments are the result of client or agency error and calculate and determine the amount of any identified overpayment of applicant/recipient benefits.    Coordinates investigations with agency staff, attorney, investigators, agents from law enforcement agencies, and members of the public during the course of processing assigned cases.    DOCUMENTATION & REPORTING -- Assemble and organize overpayment and/or fraud evidence and documentation in order to prepare overpayment and fraud cases for referral to Special Investigators for further investigation or to DCF legal staff for appropriate administrative or judicial action.  Creates files containing supporting evidence.  Checks for completeness and accuracy of reports and obtains any additional information determined necessary.  Submits completed overpayment or related reports to superiors and coordinates case referrals with Regional Attorney and Director, Fraud Investigations.  Assists assigned attorney and Special Investigator in preparing for trials and hearings.  Assists various law enforcement agencies when appropriate while complying with agency rules, regulations and Kansas statutes.  Testifies at administrative and judicial hearings as needed.  Maintains fraud and recovery statistics and reports for submission to Director, Fraud Investigations as required.   USE OF COMPUTER, INFORMATION, AND DATA SYSTEMS -- Perform work on KAECSES and other secure data systems and programs in order to determine amounts of benefits overpayments and whether welfare fraud has occurred.  Such work may also include reworking of prior casework within the data system in order to correct errors.    ADVISES AND CONSULTS -- Serves as subject matter expert to Fraud Unit personnel regarding agency, EES, and federal policies and procedures related to assistance eligibility and overpayment issues.  Also provides advice, consultation, and training on overpayment and fraud issues to all agency staff concerning procedures and courses of action on assistance recipient cases.   TRAINING -- Attends agency related training as well as other workshops, conferences, and meetings as directed by Director, Fraud Investigations.  SPECIAL TASKS AS ASSIGNED -- Performs other duties and assignments as directed by the Director, Fraud Investigations or supervising investigator.       
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	95: Failure to correctly understand and interpret policy, evidence, or prior casework will cause either a loss to the state by failing to recover funds or improperly recovering funds from assistance recipients.  
	96: This position involves daily contacts with the public, agency customers, businesses, schools, law enforcement agencies, other social service agencies, agency employees, witnesses, prosecutors, and court personnel in order to gather information as it relates to fraud and benefits overpayments.    
	97: This position involves possible encounters with hostile, angry, and upset people.  These hazards are a direct result of reviews of cases that identify potential fraud by assistance recipients.    
	98: Computers, telephones, scanners, copy machines, fax machines, calculators, automobile, and agency software might be used on a daily basis.
	99: High School graduate or G.E.D.
	100: Bachelor’s Degree or other post-secondary education may be substituted for years of experience as otherwise required for a Human Services Consultant. 
	101: None
	102:  Knowledge of principles of interviewing and information gathering techniques, and laws, rules and regulations relating to assistance programs administered by DCF.  Knowledge of state and federal benefits programs and eligibility requirements.  Ability to communicate effectively with a variety of people, interpret written and oral materials, and establish effective working relationships with individuals, other staff and community organizations' staff.   Ability to interpret and apply state and federal regulations in specific situations and programs.  Ability to understand basic legal and medical terminology and principles as used and applicable to specific programs.  Ability  to conduct effective interviews, gather information, apply analytical thinking and deductive reasoning to arrive at reasonable decisions.
	103: Five years of experience interviewing, investigating, compiling information, documenting decisions, interpreting guidelines and/or providing technical assistance relevant to the agency’s programs.  Post-secondary education may be substituted for experience as determined relevant by the agency.  
	104: Must maintain a valid driver’s license and DCF security clearance.


