
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: Cultural Resources
	7: Contract Archeology Program (Archeology Fee Fund)
	8: Topeka
	9: Shawnee
	10: Yes
	12: Yes
	13: Off
	11: Off
	14: Off
	15: Yes
	16: 100%
	17: 8
	20: 5
	18: Yes
	21: Off
	22: Yes
	3: Kansas Historical Society
	23: K0062935
	24: 49701
	25: Archeologist II - Contract Archeologist
	26: 
	1: Off
	6: Archeology
	28: Nikki Klarmann
	29: Archeologist III
	30: K0040923
	27: 
	31: Nikki Klarmann
	32: Archeologist III
	33: K0040923
	19: Off
	34: Assigned work must meet the contracting agency’s and Kansas Historical Society’s timetables and federal compliance deadlines.  Federal and state guidelines and professional methods and techniques as outlined by the Kansas State Historical Preservation Office and other sources serve as basic guidelines for this position. Assignments are allocated and reviewed with employee as often as necessary. The employee works independently but is expected to consult frequently with the supervisor and co-workers in the Contract Archeology Program.  Assignments come about as new projects are submitted to the Society by sponsoring agencies and as projects are developed within the Archeology program to better fulfill the overall mission of the Society to collect, preserve, and interpret Kansas history.  Many of the activities of the office will be planned and implemented through a collaborative approach.  
	35:  20%40%10%20%10% 
	36: The purpose of this position is to conduct cultural resource investigations primarily for the Kansas Department of Transportation and occasionally for other agencies and organizations.  Office Archeological Reviews, Phase IConduct Phase I office reviews for projects initiated by contracting agencies.  Work involves clearing construction projects for impact on cultural resources or recommending further work. Field Investigation, Phase IICarry out field investigations of proposed project areas, archeological sites, and other cultural resources as needed. Investigations may include Phase II field surveys to locate and document sites.Field Investigation, Phase III – VCarry out intensive field investigations of archeological sites, including Phase III testing of sites to determine their eligibility to the National Register of Historic Places, Phase IV excavation of sites to mitigate the effects of project activities, and Phase V salvage excavations to investigate and document archeological materials inadvertently unearthed after projects are underway.  Any of these investigations or analyses may involve supervision of paid or volunteer personnel.Analysis and ReportsData from field investigations must be analyzed and incorporated into written reports completed in a timely manner for the contracting agencies in accordance with federal and state guidelines.  Reports will be submitted to the contracting client and the Kansas SHPO and must meet the standards of both. Larger reports may be peer reviewed.Public OutreachPromote public awareness of Kansas archeology, history, and preservation by participation in the Kansas Archeology Training Program and through public speaking engagements and/or participation in professional meetings.
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	91: Off
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	93: Off
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	95: Error in contractual investigations could cause funding losses and project delays. Failure to properly assess the archeological resources within a project area or the nature of the impact upon the resource could cause significant archeological site data to be lost; if site is not significant, errors might cause project to be redesigned or even canceled unnecessarily thus wasting money and another agency’s time; if site is not recognized until construction begins, it could cause costly shut down for contractor and delay in project completion.  Errors in compliance with federal and state burial laws could result in lawsuits filed against the agency and/or poor public relations for the division and agency.
	96: Works with archeology staff weekly and consults with workers in Contract Archeology Program several times a week or as input is needed.  This individual will have occasional contact with other preservation staff.  The employee has contact with the public and specific interest groups at speaking engagements and with tenant farmers or landowners for permission to survey or excavate on private land.  The employee also has contact with amateur archeologists at the annual Kansas Archeology Training Program field school . Interagency collaboration with KDOT and other contracting agencies and/or representatives of federal, state, and local governments.
	97: No unusual hazards or risks. Position requires frequent highway driving. Discomfort might be associated with fieldwork, for example, heat, cold, rain, insects, allergies, snake bites, etc. Lifting requirements while working in the field require the ability to lift loads at or above 50 pounds.
	98: Light trucks, such as Pickups and Suburban’s, up to 12,000 miles per year. Daily computer use. Cameras, survey equipment including Emlid GPS, handheld GPS units, hand excavating equipment during fieldwork several times a month.   
	99: Graduate degree in anthropology, archeology, or a closely related field. 
	100: A graduate degree in archeology, anthropology, or a closely related field; at least one year of full-time professional experience or equivalent specialized training in archeological research, administration or management, at least four months of supervised field and analytic experience in general North American archeology, and a demonstrated ability to carry research to completion, as per the professional quailification standards of the Secretary of the Interior (36 CFR Part 61).
	101: Valid driver’s license.  
	102: Basic knowledge of regional prehistory and history, familiarity with pertinent state and federal regulations, good written and verbal communication skills, ability, and knowledge to conduct fieldwork and prepare subsequent reports, knowledge of implementation of Section 106 of the National Historic Preservation Act of 1966.
	103: One year of experience in documentary research, planning, and executing archeological research, supervising archeological excavations, analysis of archeological materials, evaluation of site significance, and preparation of reports of field work and documentary research. Experience with GIS preferred, as is work with historic-period archeological sites and artifacts. Additional education may substitute for field experience.
	104: 


