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Position Description

State of Kansas - Department of Administration
OFFICE OF PERSONNEL SERVICES

Read each heading carefully before proceeding. Make statements simple, brief, and complete. Be certain the form is signed. || Agency
Send the original to the Office of Personnel Services. Number
CHECK ONE: ] NEW POSITION m| EXISTING POSITION
Part 1 - Items 1 through 12 to be completed by depariment head or personnel office.
1. Agency Name 9. Position No. { 10. Budget Program Number
Department for Children and Families K0150834
2. Employee Name (leave blank if position vacant) 11, Present Class Title (if existing position)
Human Services Specialist
3. Division 12. Proposed Class Title
Family Services
4., Section For 13. Allocation
Prevention and Protection Services :
5. Unit Use . | 14, Effective Date .- Position
Support Services o ' - Number
6. Location (address where employee works) By 15. By Approved -
City Garden City County Finney
7. (circle appropriate time) Personnel | 16. Audit
Full time X Perm, X Inter. Date: By:
Part time Temp. Y% Date: By:
8. Regular hours of work: (circle appropriate time) Office 17, Audit
Date: By:
FROM: 8:00 AMTo: 5:00 PM Date: By:

PART II - To be completed by department head, personnel office or supervisor of the position.

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)?
Position Number

Name

Doug Stout

Title

Public Service Administrator II

Who evaluates the work of an incumbent in this position?

Name
Doug Stout

Title

Public Service Administrator 11

K0044480

Position Number

K0044480

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.

This employee is given latitude to perforn task within the time framework of policy manuals, clarifications, Federal and State regulations
and State or Area procedures. Goals and objectives are established for this position by the Regional support Services Administrator and
the Regional Human Services Supervisor. State and local training will be provided to assist the employee in learning policy and
procedures. Unit meeting, conference, and reports will be used to provide and evaluate goals, results and performance,



21, Describe the work of this position using the page or ong additional page onty. (Use the following forinat for describing job duties)

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

Namber Each Task and Indu:ate Percent of Time and Identity each funtion as essential or marginal by placmg an E or M next to the %
* of time for each task. Bssential fimctions are the primary job duties for which the position was created and that an employee must be able to
perform, with or without reasonablc accommodstian. A marginal function is a penpheral, incident of minimal part of the posmon

No. Fach
Task and
Indicate
Percent
of Time

EorM

This position performs a vanety of tasks to analyze -customer mfonnahcm, determine eligibility for DCF
services, anthorize the disbursemerit of funds for clients; managé and mdintsin ar assigned case load
consisting of multi-programs, and dissemindte and mtezpret program information. PPS payments programs
within the regional Support Services process. This involves sociel security payments for childrén and payee
issues, WARDS accounts, CSE referrals, Independent Living Subsidy, Permanent Custodianship aid
Adoption Subsidy. The employee will contact employers, providers, pubhc and private agencies, confractors,
businesses, attorneys, and financial agencies, to determine Iocatxon, mcome and resources of the child in

State’s custody.

1, 35%

2. 25%

E ibility Determination -
C— Prov:des accurate and timely eligibility determinations and reviews for one or more Federal and

State programs throngh analysis, interpretation and apphcaf:on of numerous complex pOhGlCS and
.~ regulation.

— Implemnionts Federal (Title IV-E) or State General Assistance (GA) fundmg for Fostér Care, JJA,
Adoption, Independent Living and Family Services.

— Assesses and verifies information obtained from family and other sonrces.

— Investigates case details fo gaifi adequate information necessary for eligibility decisions. Informanon

| ie gathered through the use of available computer information systems, research of records provided
by-clients, and community sources. -

— Utilizes fundamental accounting principles and general understanding of legdl terminology and
priunciples to analyze, quantify and dapply policy.

— OQbtaids approprinte nformation and documentation using the apphcatlon, collateral interviews,
phone contacts, intemial and external collateral contacts or written verifications,

— Completes atl required dacumentahon to open, review, update, fransfer and close Foster Care and
Family cases on all PPS systems (KAECSES, MMIS, FACTS, ete).

— Determines IV-E eligibility for children participating in and /or recetving social services passed on
information obtained and PPS Policy and Procedure.

-— Authorizes services in accordance with case plans and notifies the assigned social worker of client
eligibility, changes in ehgfblhty acd consults with the social wcrker and supervisory if necessary.

Caseload Management- i
+ — Canducts and completes case rwiaws, including the review of all client service agreements for
accutacy and spending limitations/conditions. '
"— Corrects eligibility case reads withit 10 working days.
+ — Organizes and manages caseload using computer, information systems, alerts, system data and
Teports.

—-- Plans, implements and updates time management strategies to ensuré the quality, quantity of timely
completion of job duties. :

— Receives information from other agency staff, stakeholders, coirts, and other sources and shares the
mforination as ‘necessary with a variety of stakeholders, professional staff, public and private -
agencies,. child welfare service providers, courts, eémployers, businesses, attorneys, financial
agencies, JJA cases managers for the purpose of updating status and redetermining eligibility.

— Takes necessary action when new information is discovered or reported and to resolve client
concerns. '

- — “Transfers files to otlier DCF ofﬁces as rieeded _ : '

— Collaborates with other DCF staff in the investigation, detarmmalmn and collection of overpayment
of benefits or resolution of the underpayment of client benefits,

. — Coordinates with DCF Central Office, DCF Regions and other Federal and State agencies to resolve
issues with PPS systems (KAECSES, WARDS, Social Security, efe.).




©3. 20%

4. 20%

Support Semces Authonzaﬁau

~— Authorizes DCF service sﬁpport payments to clients and child we}fam prowders accordmg to

established State of Kznsas, DCF and PPS data and payment systems.

Reviews aceuracy and timeliness of payments 2ccording to established ag agency gmdehnes
Determines disbursement, conservation and monitoring of benefits recewed by youth in DCF
custody, including the establishment of WARDS accounts,

Communication/Documentation

Responds to inguiries regarding IV-E Eligibility determmauon processes received from DCF §taff

 based on information contained in the cases file Tnformation provided in a courteous manner.

Documents contacts, activities and all case specific information in all files and correspondence ina
timely, concise, clear and factual manner and in the required format

‘Information maintained provides verification, evaluation of quality of services rendered, pmbﬁcatmn '

for case action(s) taken, and determination of client succéss or need for further services.
Maintains clear and timely records of eligibility for PPS programs. Maintains IV-E database,
Utilizes professmnai writing skills and maintains confidentiality of information.

Generates information and provides technical assistarice related to Foster Care cases.
Receives, interprets, understands and eﬁ'ectwely communicates DCF, PPS, Federal and State p()llcms :
and procedures,

Maintains reference mandals. and all reséurce materials.

" Models behavior expected of others and.ensures relations with teams within the region, other regions

and PPS Central Office are constmchve, demonstrate mutual suppori, trust, and respect and values
diversity, :

Attends and partlczpatas in agency relafﬁd tram.mg and attcnds workshops to enhance slﬂ]Js necessary
to perform tasks related to the position.

Demonstrates open, ‘honest, respectful and professional commumication, encourages constuctive
expression of differing viewpoints.

Adapts communication style and approach to meet the needs of the sifaation,

Effectively communicates policy, the ageucy’s mission, vision and goals to fellow staff and
stakeholders




22, a. If work involves leadership, supervisory, or management responsibilities, check the statement vhich best describes the position:
{ YLead worker assigns, trains, schedules, oversees, ot reviews work of others.
( ) Plans, staffs, evaluates, and directs work of employees of a work unit. .

{ ) Delegates authority to carry out work of a mnit to subordinate supervisors or managers.

b. List the names, class titles, and-position numbers of all persons who are supervised directly by employee on this positia.
Name . . Title o Position Number

23, Which statement best des_};,n'bes the results of error in action or decision of this employee?
( ) Minimal property damage, minor injury, mitor distaption of the flow of work. -
( ) Moderte loss of time, injury, damage or adverse impact on healthy and welfare of others.
(%) Major program failure, major property loss, or serious injury or incapacitation.
( ) Loss of life, disruption of operations of a major agency.
Please give examples.

Castomers could be inaﬂequatcly informed and may not receive needed services. Failure to observe procedures could resalt in
violation of state and federal Jaws and tegulations, loss of eligibility for services, and the agency would suffer from poor cornmunity
relations all resulting in loss of program funding or lawsuits. Failure to follow job requirements could result in loss of employment for
the employes.

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

Employee will have daily contacts with other agency personnel and frequent contacts with the general public, community
" organizations, courts, and law enforcement agencics, members of multi-disciplinary teams, community services providers and other to
gather additional information, to determine eligibility and conduct reviews. Contacts are in person and by telephone.

25. What hazards, risks or discomforts exist on the job or in the work environmen(? '

Nommal risks associated to working in an office environment. Must be able to travel, operate a motor ;iehici,e, and be away from their
home or office for periods of time when attending meetings, trainings, and conferences. There will be on-going interactions with child
welfare providers, courts and other Federal, State, Public and Private agencies involved with DCFE clients.

26, List machines or equipment used regularly in the work of his position. Indicate the ﬁ:et;uen@ with which they are used:

Daily use of computer system, spreadsheet and database applications, pﬁntérs, copier, fax machine, calculator, felephone, all genéml
office equipment, and vehicle to travel for business isrequired. , : : . '




PART III - To be completed by the department head or personnel office

27. List the minimuin 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

Valid Driver’s Licenses

Special knowledge, skills and abilities

Experience - length in years and kind

Four 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.

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
Approved:
Signature of Supervisor Date Signature of Agency Head or Date

Appointing Authority



