





22. a) If work involves leadership, supervisory, or management responsibilities, check the statement which best describes the position.
() Lead worker: Assigns, trains, schedules or oversees work of others.
() Supervisor: Plans, stafts, evaluates, and directs work of employees of a work unit.
() Manager: Delegates authority to carry out work of a unit to subordinate supervisors or managers.

b) List the class titles, and position numbers of all persons who are directly supervised and evaluated by employee in this position.

Title Position Number

Does not apply.

23. Which statement best describes the results of error in action or decision of this employee?
(' )Minimal property damage, minor injury, minor disruption of the flow of work.
(' )Moderate loss of time, injury, damage, or adverse impact on health and welfare of others.
Bﬁ’ (}0Major program failure, major property loss, or serious injury or incapacitation.
( )Loss of life, disruption of operations of a major agency.

Please give examples and describe consequences of action.

Errors in dispensing information might create serious problems for students in completing programs, resulting in embarrassment to the Graduate School and possible legal
action agains Kansas State University

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

There is daily contact with applicants, faculty administrators, students, various staff members and the general public. Well developed communication skills are required to
interpret what is needed and to provide accurate information in a concise and helpful manner. The person in this position is the primary representative of the Graduate
School and as such must possess a professional appearance, attitude and communication skills.

25. a) What hazards, risks or discomforts exist on the job or in the work environment?

This position requires a friendly personality, an abundance of patience and considerable people skills and even with these essential traits, the work load is demanding, hectic
and somtimes stressful.

b) Describe any methods, techniques, procedures or equipment that must be used to ensure safety for equipment, employees, clients and others.

N/A
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26. List machines or equipment used regularly in the work of this position. Indicate the frequency with which each is used.

Multiline telephone, personal computer, word processing, databases and office management software (Windows, Microsoft Office including Word, Access and Excel), laser
printers, the university student information system (SIS), copy machines and FAX machines. The telephone, student information system, personal computer word processing
and office management software and printer are used daily. The other equipment is used at least weekly.

PART I1I - Education, Experience and Physical Requirements Information.

27 MINIMUM %EQU[REMENTS as stated in the State of K }nsas Class Specification. (Job skills beyond state,specifications should be ¢ntered in 29) y
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28. NECESSARY SPECIAL REQUIREMENTS

a) List any licenses, registrations or certifications for this position that are required to perform the essential functions of the position.

None.

b) Describe the physical requirements of the job as they relate to essential functions (focus on results, not methods of obtaining results)
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29. PREFERRED QUALIFICATIONS AND SKILLS
a) List preferred education or experience that may be used to screen applicants.

Associates degree and/or technical school graduation.

b) List preferred special knowledge, skills and abilities.

Typing, computer skills, ability to communicate effectively both orally and in writing which requires knowledge of standard English usage, spelling and written
communication; good interpersonal skills to effectively work with faculty, students, staff, colieagues, administrators and the general public.

30. BONA FIDE OCCUPATIONAL QUALIFICATION (BFOQ)
State additional qualifications for this position that are necessary as a bona fide occupational qualification (BFOQ).




