DWHRI.DQVDV±'HSDUWPHQWRI&RUUHFWLRQV
5HY 

3RVLWLRQ'HVFULSWLRQ
5HDGHDFKKHDGLQJFDUHIXOO\EHIRUHSURFHHGLQJ0DNHVWDWHPHQWVVLPSOHEULHIDQGFRPSOHWH%HFHUWDLQWKHIRUPLVVLJQHG6HQGWKHRULJLQDOWRWKH
+XPDQ5HVRXUFHV2IILFH

տ8QFODVVLILHGտ&ODVVLILHG?
տ5HJXODUտ7HPSRUDU\
&+(&.$6$335235,$7(?



          RIILFH
! "
K@AB@B Department of Corrections: Central Office

 3RVLWLRQ1XPEHU

KW]^_]`a

 'LYLVLRQ

 &XUUHQW7LWOH LIH[LVWLQJSRVLWLRQ

 8QLW2IILFH

 3URSRVHG7LWOH

 1DPHRI,QFXPEHQW

 :RUNLQJ7LWOH

CDEEFAGHI and Field Services

bFcMGd Service Executive II

CJAHL@M Office

 :RUN6WDWLRQ/RFDWLRQ 6XEMHFWWR&KDQJH

TDNJO@
SP@QAJJ
&LW\BBBBBBBBBBBBBBBBBB&RXQW\BBBBBBBBBBBBBBBBBB

6 78 5 59
տ )XOO7LPH տ 3DUW7LPHBBBBBBBBBBB
R
 5HJXODU+RXUVRI:RUN

UVWW X
YVWW տ $0 f
)520BBBBBBBB
տ $0 տ 3072BBBBBBBB
տ 30

տ 6X Z
տ0 [
տ 7X Z
տ: Z
տ 7K \
տ ) տ 6D

27+(5BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB

bSe II-Field Services Operations Manager
4 5

'(
0
*) %& 3.
(
(' $'( ,3
&% / %$# .- 2(
,& 1
+

 (IIHFWLYH'DWH

 )/6$6WDWXV

egJmpt
 %\

$SSURYHG

 .3(56'HVLJQDWLRQ

տ &RUUHFWLRQV$ տ &RUUHFWLRQV% f
տ 5HJXODU

         RIILFHRUVXSHUYLVRURIWKHSRVLWLRQ
: ;5  55< !< =  > 5 55:K\GRHVLWH[LVW"
hij incumbent processes and monitors contracts; serves on field service committees and work groups; assists in the development, administration and
implementation of field service policies, procedures and initiatives; collects, evaluates and reports field service-related statistical data; responds to field
service-related grievances, complaints and correspondence; and distributes field service-related information via the intranet, internet and other means.

 :KRLVWKHVXSHUYLVRURIWKLVSRVLWRQ SHUVRQZKRDVVLJQVZRUNJLYHVGLUHFWLRQVDQVZHUVTXHVWLRQVDQGLVGLUHFWO\LQFKDUJH "
1DPH7LWOH3RVLWLRQ1XPEHU

lJNFHI Secretary-Community&Field Services KWWmn]Y_

kDNJ Cooper
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20%


Extracts
data and statistical information from KDOC data systems. Evaluates requested data and creates reports, graphs and/or


presentations
based on the statistics and analysis. Creates and monitors outcomes for field service services and utilizes the tools provided


(i.e.,
crystal
reports,
idashboards). Provides monthly reports to the Deputy Secretary reporting and analyzing trends. As requested, assists


with
the preparation of KDOC’s Annual Report and provides information to the Deputy Secretary to assist with budget preparation or
analysis. Coordinates and implements field service or Departmental initiatives in conjunction with the Field service Services Manager.




20%

Maintains a working knowledge of field service procedures and acts as a liaison for field service with the various internal divisions and
external stakeholders. Responds to staff inquiries to provide guidance or determine needs and solutions. Prepares responses to field
service related grievances within the required time frame. Serves as the field service services designee to respond to inquiries from the
public, and generates miscellaneous correspondence as needed. Serves as contact person for data reports and requests for law
enforcement agencies. Serves as the statewide field service contact for the public information officer. Coordinates the appropriate
distribution of field service information via the KDOC intranet site, KDOC internet site and other means.

15%

Responsible for the negotiation and management of field service services contracts. Serves as a liaison with contract providers, the Field
service Directors and field service staff to ensure effective communication and operations. Coordinates with Division of Purchasing in the
development new RFP’s and regarding other contractual processes. Processes or oversees the processing of vendor invoices for
payment. Serves as the liaison between field service and all landlords and is the point person to handle disputes with the landlord over
services covered under the leases.

15%

Administers the development and implementation of policies and procedures related to field service services. Maintains working knowledge
of field service procedures. Responds to inquiries and provides policy interpretations when needed. Collaborates with Field service
Directors, supervisors, the KDOC legal division and others as needed to ensure that field service policies are congruent and meet the
requirements of the agency.

10%

Serves as the field service representative for:
• The sex offender override committee, reviews override packets; attend committee meetings and makes recommendations regarding the
supervision and case management needs of sex offenders.
• The Change Advisory Board ensuring coordination and consistency exists between Field Services and computer/data functions. Assists
with projects as requested

5%

As necessary, coordinate with Sentence Computation staff to determine procedures for the accurate implementation of offender sentences
in field service services. Monitors good time calculations for offenders on field service.

5%

Serve as the Deputy Secretary’s liaison to the Fraternal Order of Police Lodge #64. Represent the KDOC during contract negotiation
procedures and related activities. Coordinate labor-management meetings. Assist with Safety Committee development and processing of
recommendations.

5%

Coordinates the records retention and imaging efforts for field service services. Collaborates with KDOC Records staff and Field service
Directors to ensure procedures are in place for the processing of closed records. Communicate needs and expectations to field service
staff. Liaison with IT for help desk tickets and change request forms.

5%

Performs other duties as assigned. Necessary tasks may include the distribution of monthly discharge lists, DNA collection information, the
tracking of field service personnel changes and grant funding statistics.
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D+RZPXFKODWLWXGHLVDOORZHGWKHHPSOR\HHLQFRPSOHWLQJWKHZRUN"E :KDWNLQGVRILQVWUXFWLRQVPHWKRGVDQGJXLGHOLQHVDUH
JLYHQWRWKHHPSOR\HHLQWKLVSRVLWLRQWRKHOSGRWKHZRUN"F 6WDWHKRZDQGLQZKDWGHWDLODVVLJQPHQWVDUHPDGH
Work is largely independent, applying the knowledge of statutes, regulations, policies, procedures, and accepted correctional practices. Special tasks are
intermittently assigned by the supervisor. Assignments are generally established according to incoming correspondence and other contacts, and, at
times, as explained and described by the supervisor. The method of accomplishment rests with the incumbent based upon experience and knowledge of
available resources.

 :KDWKD]DUGVULVNVRUGLVFRPIRUWVH[LVWRQWKHMRERULQWKHZRUNHQYLURQPHQW")UHTXHQF\RIH[SRVXUH"
Incumbent works in a normal office environment. The nature of the duties requires occasional travel and work outside of normal working hours. Work also
requires visits to field service/reentry offices, including contact with offenders.
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5HY ±3RVLWLRQ'HVFULSWLRQ
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          ¡ ¢¡VRIILFH
 /LVWWKHPLQLPXPDPRXQWVRIHGXFDWLRQDQGH[SHULHQFHZKLFK\RXEHOLHYHWREHQHFHVVDU\IRUDQHPSOR\HHWREHJLQHPSOR\PHQWLQ
WKLVSRVLWLRQ
5HTXLUHG0LQLPXP4XDOLILFDWLRQV

h£¤ years of experience in planning, organizing and directing the work of a department, program or agency. Education may be substituted for experience
as determined relevant by the agency.
Substitution: A bachelor’s degree with major coursework in criminal justice, the social sciences, the behavioral sciences, statistics or public
administration.

3UHIHUUHG6NLOOVDQGRU4XDOLILFDWLRQV

¥ bachelor’s degree with major coursework in criminal justice, the social sciences, the behavioral sciences, statistics or public administration.
Parole, probation or community corrections experience.
Experience and proficiency with Microsoft Word, Excel and PowerPoint.
Familiarity with Kansas Department of Corrections offender databases (e.g., OMIS, TOADS).
Experience in collecting, evaluating, studying and reporting statistical data.
Ability to present data in a creative and informative fashion.
Experience and proficiency with Crystal Reports.
Excellent verbal and written communication skills.
Contract bidding and monitoring experience.
Considerable knowledge concerning offender supervision, interstate compact rules and policies, NCIC policy and procedures, and database
management.



1HFHVVDU\6SHFLDO4XDOLILFDWLRQV/LFHQVHV&HUWLILFDWLRQVDQGRU5HJLVWUDWLRQV

¦¤§§j§§ and maintain a valid driver’s license.
Incumbent may need to receive training in Crystal Reports and iDashboards
The incumbent must obtain and maintain current NCIC certification with the Kansas Highway Patrol.
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