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INTRODUCTION 
 
This position is located on the administrative staff of the Kansas State Office.  The incumbent 
is responsible for directing the human resource program for the state of Kansas, which 
includes recruitment, employment, classification, position management, employee relations, 
and pay administration, in addition to maintaining and processing all personnel records and 
actions.   
 
DUTIES 
 
The incumbent provides the full range of personnel programs to all Natural Resources 
Conservation Service (NRCS) employees under the supervision of the Kansas State 
Administrative Officer including:  
 
Works directly with top management and supervisors in establishing positions.  Provides 
advice and assistance in identifying critical duties, responsibilities, and functions to be 
performed, and the impact on classification and staffing.  Supervises staff who classify and 
initiates recruitment for all positions in the state in accordance with the agencies merit 
promotion plan.  Is delegated authority to make classification determinations through the 
highest-grade level delegated to Kansas. 
 
Identifies recruitment sources for vacancies, i.e., Office of Personnel Management (OPM) 
register, area of consideration for announcements, etc.  Supervises staff that prepare and 
issue vacancy announcements and determine eligibility of applicants for positions.  Directs the 
activity of the delegated examining unit in Kansas.  Establishes and maintains a rapport with 
specialized groups, associations, etc., to ensure a potential supply of applicants for hard-to-fill 
positions or positions with frequent turnover in the state.   
 
Reviews vacant positions and requests to establish new positions for position management 
and classification concerns.  Discusses findings with requesting official and negotiates 
changes as necessary.  Also, conducts position management reviews of established offices 
and/or functions to identify position management concerns or problems. 
 
Directs the performance management program for the state of Kansas.  Works with managers 
and supervisors on developing standards for employees with performance problems.  Assists 
supervisor in developing opportunity to improve plans for employees who are not performing at 
an acceptable level. 
 
Serves as an advisor to top management, supervisors, and employees on the full range of 
employee relations issues including grievances, removals, involuntary separations, etc.  The 
incumbent takes a proactive approach to employee relations by thoroughly analyzing problems 
and trends to identify the true cause of problems and recommend appropriate corrective action 
to avoid future similar situations. 
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Promotes the use of special recruitment programs towards attaining Equal Employment 
Opportunity (EEO) goals and objectives.  Establishes and maintains contact with minority 
organizations, schools, associations, etc., to encourage individuals to apply for positions with 
NRCS. 
 
Supervises subordinate human resources staff. 
 
Develops personnel policies, procedures, and guidance for dissemination throughout the state. 
 
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. 
 
Responsible for providing and maintaining a safe and healthy working environment, requiring 
subordinates and others to use safety precautions when exposed to dangerous objects, 
chemicals, extreme temperatures, etc. 
 
Provides leadership and guidance in the design, development, and implementation of 
administrative procedures to assure that civil rights policies regarding the delivery of NRCS 
programs and services and the application of personnel rules and regulations are carried out 
without regard to race, color, national origin, religion, sex, age, marital status, or physical or 
mental handicap.  Actively supports civil rights policies regarding personnel rules and 
regulations. 
 
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 position management procedures and 
techniques to classify the full range of positions and functions in the state; to assist in 
establishing new positions and organizations; and to clearly explain and defend decisions to 
top management, supervisors, and employees. 
 
In-depth knowledge of staffing and recruitment authorities, special appointing authorities, rules 
and regulations to staff all positions, including highly specialized one-of-a-kind positions. 
 
Ability to interpret and apply the rules and regulations associated with employee development, 
employee relations, performance appraisal, incentive awards, etc. 
 
Ability to communicate orally and in writing in order to gather and analyze facts, explain 
program requirements, and independently justify decisions to senior management, 
supervisors, and employees. 
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Ability to supervise subordinate employees. 
 
2.  Supervisory Controls, Level 2-4, 450 points 
 
The incumbent is under the general supervision of the state administrative officer who sets the 
overall objectives and resources available.  The supervisor and employee jointly develop 
deadlines and approaches to unusual or particularly sensitive problems. 
 
The incumbent independently plans and carries out the various assignments and programs, 
plans and performs day-to-day work, determines the general approach and methods to use, 
and evaluates program accomplishments.  Incumbent deals directly with senior management 
and supervisors in presenting findings and concerns in program areas. 
 
The work is reviewed for timeliness, soundness of recommendations and findings, and overall 
compliance with controlling laws, rules and regulations. 
 
3.  Guidelines, Level 3-4, 450 points 
 
Guidelines include the General Manual, common policies, qualification handbook and 
classification standards, personnel bulletins, memorandums, and the Code of Federal 
Regulations. 
 
The incumbent frequently 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.   
 
4.  Complexity, Level 4-4, 225 points 
 
The incumbent performs and/or directs the complete range of personnel programs and 
functions for the state.  Incumbent is delegated the maximum authority permitted under agency 
regulations.  Work requires a high level of analytical and interpersonal skills in order to identify 
problems, determine cause and effect relationships, draw conclusions, recommend, and 
implement corrective actions or program improvements.  Incumbent classifies or supervises 
the classification of all positions in the state (within delegated authority), many of which are 
professional and administrative in nature with an extremely short supply of available qualified 
people in the labor market, requiring the use of non-traditional recruitment methods.  The 
incumbent is often faced with situations requiring advice and assistance from the headquarters 
personnel division. 
 
5.  Scope and Effect, Level 5-4, 225 points 
 
The work involves directing and implementing the personnel program for the state, including 
recruitment, classification, performance management, employee relations and the processing 
and maintenance of all personnel records.  The incumbent must resolve and advise 
management on complex problems or issues. 
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The work affects the ability of managers and supervisors to meet their responsibility for 
personnel management.  It affects the timely performance of agency activities and delivery of 
agency services to the public. 
 
6.  Personal Contacts, Level 3C, 180 points 
7.  Purpose of Contacts
 
Personal contacts are with managers, supervisors and employees in the state, human 
resource officials in OPM, NRCS, non-federal individuals and groups, such as employment 
offices, handicapped associations, representatives of special interest groups, etc.  Contacts 
vary in content; the role, authority, and purpose must be established during the contact. 
 
Contacts with senior managers and supervisors are to provide high-level management 
advisory services on situations and programs that are complex, new, or dynamic in nature.  
Presents findings, recommendations, and potential impact on agency operations.  Contacts 
with applicants are to explain the requirements, purposes, and goals of the various personnel 
programs.  Contacts with employees are to represent the various personnel programs, assist 
employees in addressing their personal issues and problems; and to gain cooperation and 
understanding.  Incumbent also represents NRCS in meetings with external organizations.  
 
8.  Physical Demands, Level 8-1, 5 points 
 
The work is primarily sedentary and usually performed in an office setting.  There may be 
some walking, bending, carrying of light items, and travel to attend meetings.  Extensive 
computer use is required. 
 
9.  Work Environment, Level 9-1, 5 points 
 
The work is usually performed in an office environment requiring common sense precautions 
typical of this setting. 
 
This position is exempt from the Fair Labor Standards Act. 
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