Position Description







	Part I.  

	1. Agency Name

Kansas Department of Education
	2. Position #

K0065443


	3. Current Classification Job Title 

Administrative Specialist

                                                                    _X__ Classified           ___ Unclassified

	4. Division 

Fiscal & Administrative Services
	5. Proposed Job Title (if reallocation)

	6. Team  

Communications & Recognition Programs

	8. Name of Incumbent

Matthew J. Stewart
	To be completed by HR


	7. Approved Classification

	10. Work Station Location

City:    Topeka                             County:  Shawnee
	
	9.  Reallocation Effective Date



	13. 

X  Full Time                   FORMCHECKBOX 
  Part Time  ______  %
	
	11. Classified Pay Grade
	12. FLSA Status
___  Exempt            X Non-Exempt

	
	
	14. Approved By



	18. Regular hours of work                                  

From:  8:00   AM/PM   to  5:00  AM/PM    

Days of Week:  M-F     Other (please circle): Su   M   Tu   W   Th   F   Sa
	
	Additional notes:



	Part II.  

	19. Describe the purpose of this position.  Why does it exist?

Position exists to provide distance learning interactive videoconferencing to our customers and to set up and monitor audio and video transmission of KSBE meetings and other agency wide meetings. Position assists with the development of the Kansas Education Directory, distributed statewide. Position assists with two education recognition programs—Governor’s Scholars and Education Technical Fair and serves as the backup provider for the clipping service to the State Board of Education. Position provides video and audio recording, editing, storage, and distribution through in-house and commercial services, including offsite live internet broadcasts (“streaming”), training videos, and other video projects.


	20. Who supervises this position?

        Name      Karla Denny       Denise Kahler                  Title  Director, Communications & Recognition Programs                                     Position # K0056268

	21.  a) How much latitude is allowed employees 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? d) Who reviews the work, how often, and what is the level of 

         review?

Considerable latitude is given the employee in completing assignments. Under direction, the employee receives instructions regarding the results to be achieved but the details of how to accomplish results will be left to the employee. Guidelines include hardware and software manuals, vendor training sessions, internal assistance, internet study programs, internally produced training documents, principles of adult education and employee’s knowledge, and director’s advice.

	22. Check the statement that best describes the leadership, supervisory, or management responsibilities of this position.

X   None

❑   Lead worker:  Plans and coordinates the work of co-workers, guiding and training them while performing the same kind and level of work a    

           majority of the time.

❑   Supervisor:  Assigns, directs, reviews, and evaluates the job performance; has significant input into decisions related to hires, transfers, 

          promotions, demotions, dismissals, and discipline of employees under his or her supervision.  The majority of the work is different from that of 

          subordinates.

❑   Manager:  Integrates and coordinates the activities of several organizational functions or programs and initiates changes through subordinate

          supervisors or integrates and coordinates the activities of  one or more programs having Department wide impact.  

	23.  Positions supervised directly by this position.

                              Incumbent                                                              Title                                                                    Position #

	24. What hazards, risks, or discomforts exist on the job or in the work environment?  Frequency of exposure?

None. A/V equipment suite is managed by 1 person and largest single piece is upwards of 50lbs. Frequency of offsite broadcast necessitating move is approximately bi-monthly. 
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	25.  Number Each Task and Indicate Percent of Time an Incumbent Spends or Would Spend Performing each Task.
	Describe the work of this position using this page.  Duties may be continued on the next page if more space is needed.   Use the following format for describing duties:
What is the action being done (use an action verb)?  To whom or what is the action directed (object of the action)?  Why is the action being done?  How is the action being done?

	Essential

Fuctions

ADA Codes
	%

Of time
	ADA Coding

A:  Essential function,position exists to perform the function.

B:  Essential function, number of employees available to perform this function is limited.

C:  Essential function, requires specialized expertise to perform this function.

D:  Non-essential function

	C A
C
A
A

D

A
A
	50%
80%
5%

15%

10%

5%

10%

5%
	· Manages the equipment and services for the agency’s Interactive Distance Learning (IDL) videoconferencing facility.  Coordinates videoconference equipment testing with other sites.  Identifies and solves problems associated with the audio system, video system, codecs or transmission equipment. Works with vendors on maintenance, technical problems, enhancements, etc. Develops and documents policy and standards of use for video conferencing, and keeps abreast of enhancements to expand videoconferencing throughout the agency. Participates in the Kansas Association of Interactive Distance Education (KAIDE) organization. 

· Sets up necessary equipment and makes sure equipment functions properly for IDL videoconferences. Conducts audio and video checks beginning one-half hour immediately prior to videoconference. Monitors, facilitates, and/or is available to assist live conferences during sessions. Solves Addresses technical problems and provides assistance to participants during videoconferences.

· Schedules the use of the Agency’s IDL video facility by contacting remote site(s) to schedule their facilities and maintains a calendar of scheduled videoconference events. Maintains professional appearance of site during broadcasts. Secures all A/V equipment during and after use to prevent agency losses.
· Calculates and invoices any room and transmission charges for videoconferences.  Submits Purchase authorizations (PAs) for room charges at distant sites, or refers those charges to the incurring department. Reviews videoconference bills from DISC with Fiscal Services and Operations.

· Sets up sound equipment for Kansas State Board of Education (KSBE) meetings for transmission and recording of the KSBE meetings both for remote transmission and transmission to in-house monitors. Sets up room computer, projectors and screens for agency presenters and other presenters at KSBE meetings. Assists with A/V presentations as needed, corrects addresses errors as they arise, and monitors transmission/recording gear during meetings. Is available for tech support at all times during KSBE meetings. Manages the in-house station for KSBE meetings, KSDE Staff Briefings, and other agency-wide meetings.  

· Assists and trains agency staff with the podium, computer, projectors, VCR, overhead projectors, microphones, and screens whenever the equipment is used in the board room. Maintains equipment and assists with web internet media (audio/video) transmission as needed.
· Trains back-up videoconference operators and managers of the in-house station for KSBE meetings and agency briefings.
· Acts as the help desk for the Microsoft Live Meeting (personal video conferencing) software, arranging trainings and assistance as needed.

· Serves as back-up videographer for agency podbroadcasting, locally and at remote sites.
Provides satellite programming services for agency staff and other state agencies through two satellite dishes on the roof of KSDE. Programs the correct satellite (60 KU and C band satellites) with the best reception for that program. Sets up the room with television monitors and arranges room for viewing the program. Stays current on new satellite programming developments.

Coordinates annual development of the 300-page Kansas Educational Directory which is distributed statewide to schools, then to businesses and individuals upon request.  The Kansas Educational Directory lists information about public and nonpublic elementary, middle, junior high and high schools in Kansas, community colleges, technical colleges and area technical schools, proprietary schools, adult education programs, GED testing centers, educational organizations, and many other organizations.  Collects data directly from the institutions, agency teams, the North Central Accrediting Association, and from school districts. Develops and maintains records documenting the following information and processes:  sources of data, decisions on how the information is to be presented in the directory, printing and distributing. Updating of the OASIS database which has all schools in the state.  Approximately 8,000 copies of the 2005-2006 Educational Directory are printed and distributed, which is the agency’s most widely read and requested document. 
Coordinates with public and nonpublic schools to bring approximately 250 students to the State Capitol Building for the annual Education Technology Fair. Coordinates with State Capitol building staff, facilities management, DISC (Internet connections), electrician, and the rental company for setting up the Capitol. Coordinates with MACE members to assist staff the day of the fair.  Answers questions and provides information to participants and others before the Fair, during set-up activities, and on the day of the Fair. Assists the Director in developing the content of the Technology Fair Brochure, describing the projects being showcased at the Fair. Identifies selection committee members and schedules meeting to review applications. Sends invitations to selected schools. Sends regrets to schools not selected to showcase projects.
When serving as backup provider, searches major newspapers daily to provide education articles and distributes them via email to State Board of Education members and selected agency staff. Distills each quarter’s newspaper clippings into a single document for use as a base for the BRAVO! electronic newsletter.
Provides support for the Governor's Scholar Program. Assists the Director in coordinating the project activities for the Governor's office, Kansas State High School Activities Association, United School Administrators, and Confidence in Public Education Task Force.

Answers phones, distributes Just for Parents booklets as available, duplicates video tapes A/V recordings for the agency. Assists with Kansas Leadership Conference, KSDE Annual C conferences as needed and serves on the agency’s technology committee. Serves as backup timekeeper for team. Distributes team mail.



	Part III

	26. State Required Minimum Qualifications

Two years experience in general office, clerical and administrative support work. Education may be substituted for experience as determined relevant by the agency.


	27. Preferred Skills and/or Qualifications

Communicate effectively (including giving clear, concise, accurate information) both orally and in writing. 

Establish and maintain effective working relationships with educational personnel, staff, and education organizations.
Excellent customer service skills.

Ability to start and stop tasks repeatedly, using need-based prioritizing.

Effective interpersonal skills.

Ability to maintain vendor-supplied equipment for the satellite system and in-house system.

Familiarity with Polycam videoconferencing systems, equipment and room configuration, and broadband video conferencing in general.
Functional knowledge of MSWord, Excel, PublisherPowerPoint, Adobe Acrobat and PageMaker, Wirecast for YouTube or streaming encoders in general.
Ability to instruct small groups (4<) effectively.

Ability to shoot, edit, and publish video and audio works in a prosumer workflow.

General familiarity with software-based conferencing (Skype, Connect, Zoom, Hangouts, etc.) and/or webinar software (client and server).
Available to work late without notice.


	28. Preferred Experience

Training or education which will provide the employee with the skills and knowledge listed above.


	29. Necessary Special Qualifications, Licenses, Certifications, and/or Registrations



	

	_________________________________________________________________

Signature of Employee                                                                         Date
	________________________________________________________________

Signature of Human Resources Official                                           Date

	_________________________________________________________________

Signature of Supervisor                                                                       Date
	________________________________________________________________

Signature of Agency Head or Appointing Authority                             Date


State of Kansas – Department of Education
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