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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
	Agency

Number

	Part 1 - Items 1 through 12 to be completed by department head or personnel office.
	

	1. Agency Name

Kansas Board of Cosmetology
	9. Position No.

K00227332
	10. Budget Program Number
	

	2. Employee Name (leave blank if position vacant)


	11. Present Class Title (if existing position)

Facility Inspector
	

	3. Division

Enforcement
	12. Proposed Class Title
	

	4. Section


	For 
	13. Allocation


	

	5. Unit


	Use


	14. Effective Date
	Position

Number

	6. Location (address where employee works)

Topeka

Shawnee
    City                       County  
	By


	15. By 
	Approved
	

	7. (circle appropriate time)

Full Time

Perm

Inter

Part Time

Temp

100%
	Personnel


	16. Audit

      Date:

      Date:
	By:

By:
	

	8. Regular hours of work: (circle appropriate time)

   FROM:                 To:       
	Office


	17. Audit

      Date:

      Date:
	By:

By:
	

	PART II - 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? (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.



	a) The employee plans their work day and work week based upon the type, number and location of inspections to be completed. The employee is expected to work independently.
b) Inspector Manual, Inspection Program policies, statutes, regulations, Board Guidance Documents and Board policy and procedures.
c) Assignments consist of weekly requests for new facility inspections; monthly requests for compliant and re-check inspections and an annual list of facilities requiring routine inspection.




	21. Describe the work of this position using the 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
	Position Description - Travels daily to conduct on-site inspections of facilities to determine compliance with the Kansas Board of Cosmetology laws and regulations and Kansas Department of Health and Environment health and sanitation regulations.  


	Administrative

· Schedules appointments with facility owners/managers to conduct new facility inspections.

· Exercises independent initiative, within the scope of job duties, in the performance of daily inspection responsibilities.

· Submits inspection reports, investigative reports and weekly report of inspection activity to supervisor for review and feedback.

· Completes monthly mileage and credit card transaction logs and submits to the Board Administrative Officer.

· Uses Microsoft Excel to plan daily travel route.

· Uses Microsoft Excel and Word to prepare investigative reports and administrative paperwork.

· Attends monthly staff and inspector meetings.
· Recommends changes to existing laws and regulations to the Board.

· Operates and maintains assigned state vehicle within defined parameters.

Customer Service

Maintains cooperative working relationships with licensees, co-workers and consuming public; responds to agitated, angry or otherwise upset individuals in a professional manner.

Additional Duties

Additional duties and responsibilities may be added to the position at any time. The position description does not state or imply that these are the only activities to be performed by the employee(s) holding this position. Employees are required to follow any other job-related instructions and to perform any other job-related responsibilities as requested by their supervisor.
	


	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 on this position.

          Title                                                                                 Position Number

	

	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.

      (X) Moderate loss of time, injury, damage or adverse impact on healthy and welfare of others.

      (   ) Major program failure, major property loss, or serious injury or incapacitation.

      (   ) Loss of life, disruption of operations of a major agency.

      Please give examples.

	· Actions and or decisions of inspector may affect the outcome of administrative hearings.  May also affect program administration and inspection/enforcement efforts which may adversely impact services to licensees and the consuming public.


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

	· Daily contact with licensees, facility owners, public and co-workers.


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

	· May be exposed to blood and unsanitary individuals and environments
· Exposure to chemical odors

· Exposure to hostile practitioners, establishment owners/managers and unlicensed individuals
· Exposure to dogs or other animals at establishments licensed at a private residence

· Daily travel in all types of weather 

· Overnight travel

· Irregular hours, which may include weekend, evening and overtime/compensatory time

· Work week could include 10 hour days

· Some lifting under 50 lbs.


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

	Daily Use

· IPhone 

· Computer  (Microsoft Outlook, Word, Excel, and agency licensing software) 
· Fax Machine

· Copier and Scanner 



	PART III - To be completed by the department head or personnel office

	27. List in the spaces below the minimum amounts of education and experience which you believe to be necessary for an employee to begin employment in this position.   
· Two years’ experience in regulatory compliance, conducting investigations, or legal experience (legal assistant/paralegal); and

· Two years’ experience using Microsoft Word, Excel and Outlook;

	    Education or Training - Special or professional

· High School Diploma or GED; post-secondary education preferred.


	    License, certificates and registrations

· Valid Kansas Driver’s License



	    Special knowledge, skills and abilities

· Skilled in reading, writing, grammar and basic math

· Ability to type a minimum of 45 wpm;

· Ability to learn and apply the Kansas Board of Cosmetology statutes and regulations governing cosmetology practitioners and establishments; body art practitioners and establishments and tanning facilities during an inspection.

· Ability to learn and apply the Kansas Department of Health and Environment health and sanitation regulations governing cosmetology establishments and tanning facilities during an inspection.

· Ability to maintain cooperative working relationships with licensees and consuming public; respond to agitated, angry or otherwise upset individuals in a professional manner 


	    Experience - Length in years and kind

· Two years


	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.

	· Must be able to travel overnight
· Must be able to work irregular hours, including weekends, evenings and overtime/compensatory time

· Must be able to work a deviated work schedule.



	

	
Signature of Employee                         Date


	
Signature of Personnel Official                         Date

	

Approved:


	
Signature of Supervisor                         Date


	Signature of Agency Head or                       Date

Appointing Authority


