D.A 281-2 (Specind)  Stale of Kansas-Deparunent of Administzmtion
1/59 KSU DIVISION OF HUMAN RESOURCES

Position Description

Read each heading carcfully before proceeding. Make statements simple, brief, and complete. Be certain the form is signed. Supervisors and incumbents
are responsible for the completian of this form.

CHECK ONE: NEW POSITION X EXISTING POSITION
{allocated)

PART I - Position Infarmation. [tems 1 threugh 12 to be completed by department

1. Agency Name: 9. Position Number ), Department 1D
Kansas Slate University WO0L0013 3670045050
2. Employee Name (leave blank if position vacant) 11. Present Class Title {if existing position)
Hodges, Alison Public Service Administrator |
3. Division 12. Proposed Class Title
College of Engineering
4. Section . . W
Department of Chemical Enginecring 8 13. Allocation p"‘/{'l(""‘-’ et #n L
5, Unit T Supervisory Statusyyedino  FLSA CODE: ngfiexempb/exempl
- N ) . .
6. Location (address where cmployee works) ) }
Sllztlﬁhaunn County Rilcy 14. Effective Date: q } f %’/67
I
R 15. By: A exd:
I o T
7. Type of Appointment (Circle) S 16. Audit(s)
Q Date: By:
T T 0
Full Time Part Time 100% U Date: By:
School Employee )
. ition Review(s
Limited Term ending date (if applicable): E 7 PDZSt:,'O" eview(s) Date.
- ) Date: Daie:
8. Regular hours of werk: (cnter appropriate time) 5 aLe ae

FROM: § AM/PM TO: 5  AM/PM

PART II - Organizational Information. To be completed by department head ot supervisor of the position.

18. a) Briefly describe why this position exists. (Include how the positien relates to the purpose, goal, or mission of the unit.)

This position exists 1o provide adiministrative support 1o the Depariment of Chemical Engineering. This posilion relicves the department head of many-of hissher
administrative duties by fulfilling many of the functions that un assistant department head would ordinarily perform.  The incumbent provides information and advises
department faculty und staff on personnel issues, university policy, grants and contract vegulations and administrative concemns. and ather fiscal administrative procedurcs.

The reliel in administrative workload provided by this position allows the faculty to focus on the tcaching and research mission. By providing solid
adininistrative support to the faculty, the faculty are able to take a more aggressive role in sceking external funding and spend mere time with studems, than would otherwise

be possible.

b) If this is a request to reclassity a position, briefly describe the reorganization, reassignment of work, new function added by law or other factors which
changed the duties and responsibilitics of the position.

19. Who is the supervisor of the incumbent in this position? (Who assigns work, gives directions, answers questions and evaluates.)
Name Title Position Number

James Edgar Department Head wW00i0014

List other individuals who may provide input for evaluation purposes.
Name Title Position Number

All Facutty may provide input via the department head.

20. 1) How much latitude is employee allowed in completing the work? b) What kinds of instructions, methoeds and puidelines arc given to the employee in this
pasition to help do the work? ¢} Statc how and in what detail assignments are made.

In most cases the incumbent is given an end result that must be achieved and has complete latitude in how it is accomplished. Employee must be sclf-mativated
to determine how best to fulfill the needs of the department. The individual exerciscs tremendous judgment as she/he has authority 10 proceed on herthis own in most
matters, The depantment head relies on this employee recognizing when his/her input should be sought. Ofien crrors, if made, are not likely to be discovered until i is too
late o correet them. Incumbent consults the KSU Palicies/Procedure Manual, Classificd Handbook, Faculty Handbook, Federal Repulations, elc. and consults with a variety
ol specialists on campus in order to determine how to proceed in fulfilling department goals.
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21. Deseribe the work of this position using this page and/or one additional page only. (Fleasc use the lalfowing Tormal Lo create task statements [or actual job duties:)

What is the action being done (use an action verb); to whom or what is the action direeted (object of action); why is the action being done (deseribe the result or
outcome expected); *how is the action sxpected (o be perfarmed (describe the macner, methods, techniques or procedures in which the task is currently performed). For
cach task, state: Who reviews it? How often? What is it reviewed for?

Number cach task and indicate pereent of time and identily cach function as essential or marginal by placing an E ar M next 1o the % of time for each task. Essential
functions are the primary job dutics for which the position was created and that an employes must be able to perform, with or without reasonable accommadation. A
marginal function is a peripheral. incidental or minimal part of the position or one that can be performed with assistance or by another individual. OFFICIAL
DETERMINATIONS ARE MADE BY CLASSIFICATION SERVICES,

*The description of how the work is to be performed does not preclude the consideration of reasonable aceoummodation(s) for qualified persons with & disability.

No. % EorM

1. a0 E This position provides the depariment with administrative support of fiscal management.  Incumbent provides information on funds available,
projected cxpenses and expected funding to project principal invesligators and department head and collaborates with the department head to compare and collate
information for budget preparation. Additionally, recommendations are made to the department head on the possible ways that funds can be utilized to best meet the needs of
the department and to the principal investigators of grants on possible ways that funds can be utilized to best mect the objectives of the project.  Projections and possible
courses of action arc provided to the faculty on funding of graduate swdents, teaching assistance, and non-state funded oftice assistants. The incumbent compiles and
analyzes data and reports in order to provide this informalion.

Preparcs information for three yearly budget presentations, ore cach (o the faculty, 1 Lhe Dean and 1o the Extermal Advisary Board. Synthesizes in-
depth fiscal analyses af these reports o detennine specific departures [rom historical trends and the circumsiances that have caused those departures.
Develops new 1ools Lo assist facuity and deparument head in understanding fiscal information and aid them in the decision-making process.

Maonitors expenditires (o insure compliance with siate and federul guidelines, and verifies that funds will be available to meet all depaitment needs.

Audits payment documents, PeopleSoft data and payroll documents, FIS aceount statements and all financial repoits to cnsure aceuracy of all records
and tmnsactions. ensure that all indirect costs, grant funds, salary savings, and carry forward balances to which the deparunent is cntitled are received.

On behalf of department faculty, the incumbent interacts with other campus offices and departments to solve problems, rosolve issues of compliance,
and ta represent departimental concerns to KSU administration on a wide range of university policies and procedures.

Maintains a complex accounting system in QuickBaoks that generates account information by areas of departimental concem as well as by the
traditional KSU FIS catcgories. This system must include all outstanding purchase requisitions, payroll and comnmitments in order to give a true and
accurate picture of balances available to faculty. Currently, 95 accounts are kept (23 are grant accounts, 24 are foundation). Each entry is categorized
using 45 income categories and 180 expense categories. An averapge of 1.5 million dollats in income and 1.5 million dollars in expenditures arc
tracked through the system each year.

All purchasing is handled ar overseen by this position.  University, departmental and, when apphcable, sponsor regulations are interpreted and
followed. Incumbent must insure that funds arc available priov to the purchasing ol itemns.  Unusual purchases are brought to the attention of the
department head.  Assignment of funding for orders is based upon general communicalions with department head and facuhy. Reltance is placed
upon the incumbent 1o recognize when further communication is necessary regarding specilic expenditures,

Advises and gives guidance to faculty regarding KSU poticy, fedualand state regulations, and sound fiscal management procedures.

To accomplish these tasks, the incurnbent ufilizes analytical thinking skills and a selid knowledge of univessity, federal and state regulations. PeopleSoft, FIS, E-Forms,
Excel, QuickBooks, PowerPaint, Word, Qutlook, and the information available on the web are all used in completing these tasks.

In all aspects of this position. Teview is done based upon the smooth Mow of Tunds and work. Effectivencss and efficiency are judged by feedback from university officials,
department project leaders regarding limeliness, usclulness. errors, omissions, and campliance. [ndividual tasks arc not reviewaed unless problems have arisen, or during the
periadic performance review.

2,20 E This position provides leadership in the department as the ofTice manager.

This individual is responsible for the hiring, evaluation, training and motivation of'all front office stafland insures that all job descriptions are accurate
and up to date. The incumbent documents any adverse personnel situations and warks to conect the problems as they arise.

+
The incumbent insures that workflow is smoath and that projects assigned 1o the office arc completed in an acceptable and timely manner.
Requests [rom faculty that invalve the use of staff lime must be monitored and this persan must insure that worklead distribution and priorities
are in ling with the short and long tenn goals of the depanment.

Ta accomplish these tasks, the incumbent utilizes a solid knowledge of university personnel policies and federal and siate law. Additionally, the incumbent must utilize
PeopleSoft, Werd, Outlook, and the information available on the web to complete these tasks.

Review is done based upon the quality and quantity of support pravided to the faculey. This review occurs when problems have arisen, or during the periodic performance
review.

3., 2 E As personne) manager for the department the incumbent is responsible for the maintenance of all personnel records tor the department. In the current
year this has included 14 faculty and visiting scholars, 4 classified staff, 27 graduate students and rescarch associates, and §2 swdent hourly workers.
This individual is the point ef contact for all personnel-relatcd questions and must be knowledgeable with respect 1o all procedural matters. This
person has authority 1o sign on hehalf of the department head for any and all personnel paperwork where such delegation is allowed by the university.

Insurcs that funding changes for appointments, which often occur repeatedly during the year, happen in a timely manner. This individual must havea
solid understanding of budgets and sponsor requirements. Additianatly, communication with faculty regarding their projects and students must be
frequenl and accurate.

e




This position is responsible for all appointment papers and termination papers for the department. This individual must have a solid understanding of
pesonzel requirements and guidelines from the Graduate School, International Student Oflice and Affinnative Action Olfice and comununicate this

informition o the depanment head and facalty during reeruitinent and other persoanel decision-making processes.

To accomplish these tasks, the incumbent wilizes a solid knowledge of university, (ederal and state policies and regulations.  Additionally, the incumbent must wtilize
PeopicSoft, F1S, E-Forms, Excel, QuickBonks, Word, Qutlaok, and the information available on the web to complete these tasks. -

In alt aspeets of this posilion. review is done based upon the smaoth flow of [unds and work. Indtividual tasks are not reviewed unless preblems have arisen. or during the

pertodic performance review,
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22, a) If werk involves leadership, supervisory, or management responsibilitics, eheck the stadement which best describes the position.
() Lead worker: Assigns, trains, schedules or oversess work of others.
(X) Supervisor: Plans, staffs, evaluales, and directs work of employees ofa work unit.
{ )Manager: Delegates authority to carry cut work of a unit w subordinate supervisors or managers.

b) List the class titles, and position numbers of all persons who are directlv supervised and evalnated by employee [n this position.
Title Position Number

Scaior Administrative Assistamt WO0O010019
Senior Administrative Assistant  WO010021

23. Which statement best describes the results of error in action or decision of this employee?
{ ) Minimal property damage. minor injury, minar disruption of the flow of work.
() Moderate loss of time, injury, damage, or adverse impact on health and welfare of others.
{ X) Major progrum failure, major property 10ss, or serious imjury or incapacitation.
{ ) Loss of life, disruption of operations of a major agency.

Please give examples and describe consequences of action.

Undetected crrors in payroll and travel voucher processing can result in major hardship for faculty, staff and students. Erross in judgement on allowability of
costs on can resull in depantment being required to repay funds.  Inaccurate projections on salaries, office costs, cte. can result in serivus distuption of the teaching and
tesearch missions of the department through lack of funds to accomplish tasks. The department relies heavily on this position to foresee potential problems and suggest
solutions in a timely manner.

This position has autherity to sign on behalf of the department head for all department transactions related to personned and accounting matters, Nearly all of the

paperwork processed by the incumbent is not reviewed by anyone else and thus errors could oceur that would have an adverse impact on many aspects of the deparument’s
operatior.

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

Contact is made daily with faculty, siafl, undergraduate and graduate students regarding personnel matters and purchasing issues.  Contact is made weekly with
Human Resources, Sponsored Programs Accounting, Centrollers Office, Engincering Experiment Statior, and Dean of Engineering office to sclve problems, develop
solutions, provide departnental prospective to adiministration, and conduct the business of the department. Contact is made as needed with Affirmative Action and Office of
the Provost regarding contracts for unclassified employees. Incumbent is a key representative of the depariment and must be able to provide concisc, accurate and
professianal opinions to faculty and stafl’in administrative oflices.

25.2a) What hazards, risks or discomforts exist on the job or in the work environment?
The conflicting needs and priorities of faculty and administrators, and of the department and other university offices can cause a great deal of stress on the persen

in this position as it functiens to facilitate communication and negotiate selutions that meet these conflicting needs. Repetitive movements of the amms, ingers,
hands and wrists involved in computer use. Though expected (o be safe, hazardous chemical products are aften delivered through the office, which canry a risk of leakage.

b) Describe any methods, technigues, procedures or cquipment that must be used to ensure safety for equipment, employces, clientts and others.

Ergonomic warkstation is provided, and regular breaks are allowed.




—ra

Computer, printer, calculator, phone, Tax and copy machines are used daily.

PART i1l - Education, Experience and Physical Reguircments Information.

27. MINIMUM REQUIREMENTS as stated in the State of Kansas Class Specification. (Job skills beyond state specitications should he entered in #29)
Six months of experience in providing direetion necessary to implement the objectives of an ageney, program or arganizational unit. Education can be substituted
for experience as determined relevant by the agency.

28. NECESSARY SPECIAL REQUIREMENTS

a) List any licenses, registrations c‘»;mnzl‘;éﬁgqtions for this position that are required to perform the essential functions of the position,
KSL(‘J,Supcwisiﬂ‘:\"_"Fmiﬁmg Coliiilation within 6 months of cmployment.

.ﬁw\,'wﬁi.:,t'-cf,{ b

b) Describe the physical requirements of the job as they relate to essential functions (focus on results, not methods of ebtaining results).
Ability to communicale in person, by phone. and by email with people inside and outside af the department and to produce accounting work, rcparts, and
camputer output in physical and electronic media.

29, PREFERRED QUALIFICATIONS AND SKILLS

a) List preferred education or experience that may be used fo screen applicants.
One year experience or equivalent education in analyzing, interpreting, and applying policy, rules and regulations
Three years experience or equivalent education in account maintenance and payment document processing

Three years experience or équivalent education in administration of program or office management
B.S. degree or cquivalent relevant experience

b

—

List preferred special knowledge, skills and abilities.

Familiarity with pertinent State of Kansas regulations, forms, procedures, etc.

Ability 10 establish and maintain effective working relationships with administralive offices
Knowledge of KSU accounting and payroll systems

General knowledge of accounting, personnel and compliance issues in a umiversily selling
Ability to interpret and apply relevant regulations, guidelines, and laws

Skilted in the use of modemn office and accounting sofiware

3. BONA FIDE OCCUPATIONAL QUALIFICATION (BFO(Q)
State additional qualifications for this position Lhat are necessary as a bena fide occupational qualification (BFOQ).



