Unclassified Kansas
Position Description

State Treasurer

Read each heading carefully before proceeding. Make statements simple, brief and complete. Be certain the form is Z
signed. Send the original to the Division of Personnel Services. o
Q
<
CHECK ONE: [m [NEW POSITION [ |EXISTING POSITION z
PART | — Items 1 through 12 to be completed by department head or personnel office. %
1. Agency Name 9. Position Number 10. Budget Program Number &
State Treasurer
2. Employee Name (leave blank if position vacant) 11. Present Class Title (if existing position)
U
(o]
3. Division 12. Proposed Class Title g
Fiscal Services Fiscal Services Analyst i
4. Section 13. Allocation 5
o
@
5. Unit 14. Effective Date N

)
2
E
o
2
6. Location (where employee works) g 15. By: Approved:
city: Topeka County: Shawnee g 16. Audit
7. Check appropriate time: &>‘ Date: By:
[=] Full time [« ] Permanent [ ] Intermittent m Date: By:
]
i : ]
[ ] Part time [ ] Temporary [ ] Percent: L 7 Audit
8. Regular hours of work ° Date: By:
L
FROM: _8:00 [(]AM []PM TO: _5:00 []AM [«]PM Date: By:

PART Il — To be completed by department head, personnel office or supervisor of the position.

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
Laura Hiatt Deputy Chief Financial Officer K0066477
Who evaluates the work of an incumbent in this position?

Name Title Position Number
Same as above and Shauna Wake Chief Financial Officer K0062863

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:

This position will require the employee to make judgments as to the priority of assigned tasks to complete them all in the established
time frame. The employee will receive general guidelines and procedures in order to follow state procedures; however, the employee
may establish and develop work practices, methods, and procedures to enhance the efficiency of the position. Additional work
assignments will vary in size and frequency depending on the work level of the department.

Audit plans are approved by the Deputy CFO and/or CFO. Works independently on assignments that do not require a team.
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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

65%

15%

10%

10%

Collateral Pool

Serve as primary Vault Custodian to update our internal system with the processing of current pledged securities
to ensure public funds are secured at all times with appropriate collateral. Follow up with pledgees if collateral
levels fall below statutory requirements.

Perform verification procedures as needed to validate information submitted by participating depositories.

Serve as primary contact for financial institutions and public entities participating in the Kansas Collateral Pool.
Assist with user questions about the KCP and Vault system.

State Deposits

Oversee linked deposit loans administered by the State Treasurer’s Office. Process new linked deposit
applications to ensure all documents are received and that eligibility requirements are met. Update internal
systems to ensure all information is up-to-date and accurate.

Reporting
Track and process monthly reports for the KCP along with semi-annual reports and notices for the Linked Deposit
Loan Program.

Monitor custodial and deposit transactions using internal systems and log transactions to ensure investment
activity information is recorded accurately for reporting purposes.

Other
Cross-train with other positions in the office as needed to ensure continuity of operations in the event of
absence(s). This position will also assist with other tasks as assigned by management as needed.
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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 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?

Daily interaction and coordination with employees in other state agencies/departments, public entities, and financial institutions by
phone, in writing (including email), and in person. Professional communication skills and a thorough understanding of State of Kansas
and Fiscal Services policies and procedures are necessary to facilitate communication.

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

Minimal physical hazard or risk. Work is somewhat sedentary and requires occasional physical exertion and/or lifting of boxes weighing
30 to 40 pounds. General office safety rules are observed in regards to lifting, sitting, and reaching.

26. List machines or equipment used regularly in the work of this position. Indicate the frequency with which they are used:

Daily use of personal computer, telephone, check scanner, document scanner, copier, calculator, and fax machine. Occasional use of
paper shredder, perforator, and typewriter.
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PART lll - 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:
High School Diploma or equivalent

Education or training — special or professional:

Licenses, certificates and registrations:

Special knowledge, skills and abilities:

Experience — length in years and kind:

5 yrs experience in Finance or Banking Functions - Education may be substituted as determined by the agency

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




Click here to apply.



https://jobs.sok.ks.gov/psc/sokhrprdcg/APPLICANT/HRMS/c/HRS_HRAM_FL.HRS_CG_SEARCH_FL.GBL?Page=HRS_APP_JBPST_FL&Action=U&FOCUS=Applicant&SiteId=1&JobOpeningId=222066&PostingSeq=1&
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