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State of Kansas – Department of Corrections 
(Rev. 09-17) 

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 
Human Resources Office. 

CHECK AS APPROPRIATE:        ☐ Unclassified     ☐ Classified     ☐ Regular     ☐ Temporary
PART I – To be completed by department head or human resources office. 

1. Agency Name 8. Position Number

2. Division 9. Current Title (if existing position)

3. Unit/Office 10. Proposed Title

4. Name of Incumbent 11. Working Title

5. Work Station Location (Subject to Change)

City:__________________ County: __________________
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12. Allocation

6. Check appropriate time:

☐ Full Time ☐ Part Time ___________%

13. Effective Date 14. FLSA Status

7. Regular Hours of Work

FROM: ________ ☐ AM ☐ PM    TO: ________☐ AM ☐ PM

☐ Su ☐ M ☐ Tu ☐W ☐ Th ☐ F ☐ Sa

  OTHER: ___________________________________ 

15. By:  Approved: 

16. KPERS Designation

☐ Corrections A ☐ Corrections B ☐ Regular

PART II – To be completed by department head or human resources office or supervisor of the position. 

17. Describe the mission, goal, and/or purpose of this position. Why does it exist?

18. Who is the supervisor of this positon (person who assigns work, gives directions, answers questions and is directly in charge)?
Name                                                                                         Title                                                                                        Position Number

19a. Check the statement that best describes the leadership, supervisory or management responsibilities of this position. 

☐ 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. 

b. List all persons who are supervised directly by employee in this position:



 
KDOC (Rev 04-17) – Position Description 
_______________________________________________________________________________________________________________________________________________________________________________________________________ 
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20. Describe the work of this position using this page or one additional page only. Also note, Essential Function Form is attached. 
 

    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). Number each task and indicate percent of time an incumbent  
    spends or would spend performing each task: 

 

No.  %  Job Duties 
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KDOC (Rev 09-17) – Position Description
_______________________________________________________________________________________________________________________________________________________________________________________________________ 

21a. How much latitude is allowed the 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: 

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



KDOC (Rev 09-17) – Position Description
_______________________________________________________________________________________________________________________________________________________________________________________________________ 
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Signature of Supervisor                                  Date                         Signature of Agency Head or Appointing Authority               Date 

  Signature of Employee                                  Date    Signature of Human Resources Official                          Date 

PART III – To be completed by department head or human resources office. 

23. List the minimum amounts of education and experience which you believe to be necessary for an employee to begin employment in
this position:

Required Minimum Qualifications:

Preferred Skills and/or Qualifications: 

 

Necessary Special Qualifications, Licenses, Certifications, and/or Registrations: 

         __________________________________________   _____________________        _____________________________________________  ____________________  

          __________________________________________   _____________________        _____________________________________________   ___________________  
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	25: EAI Supervisor
	26: 
	wrkingtitlekdoc: Special Agent Supervisor
	Time: Full time
	Hours2: PM
	Hours: AM
	allocation: 
	by: 
	Dropdown2: [Select:]
	d1: 
	d1a: 
	KPERS: Off
	27: This position is responsible for the supervision of the daily intelligence gathering and investigative activities and related personnel administration functions of the institution, facility, or area Office of the Enforcement, Apprehensions and Investigations (EAI) Division; as well as performing highly specialized technical work providing criminal investigation and intelligence collection duties for the Kansas Department of Corrections under the direction of the EAI Director.  The incumbent reports regularly to the EAI Director and institution, facility, or area administration as required, usually by means of conferences, to discuss findings, work progress, and/or related concerns.  This position serves a critical role in the overall safety and security operations of an institution, facility, or area; to include monitoring and evaluating internal activities and conducting criminal investigation of cases involving introduction of contraband, narcotics, threats and acts of violence, sexual assaults, white-collar crimes, disturbances, and other violations committed against the State of Kansas.  The candidate will conduct investigations which may extend over periods of weeks or perhaps months, which require application of the full range of investigative techniques, including online database research, surveillance, and interviewing in order to affect the apprehension and prosecution of suspects and violators.  The candidate will also confer with prosecutors for preparation and presentation of evidence in courts of law and other legal proceedings.  The ca
	28: John Cannon
	29: EAI Deputy Director
	30: K0234998
	22Question: Supervisor
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	36: Works under the direction of the Director of the Enforcement, Apprehension, and Investigation (EAI) Division in an assigned institution, facility, or area. The incumbent must maintain the highest ideals of professionalism, confidentiality, and public service in carrying out the duties and responsibilities which include but are not limited to:  

Direct, interpret and enforce policies and procedures related to the intelligence gathering and investigative responsibilities at the institution, facility, or area level.  Implement orders, policies and procedures, and assign, organize, direct, control, plan, supervise, evaluate and advise the activities of assigned Special Agent(s) and Administrative Assistant to ensure compliance.  Oversee and direct the recommended office practices and procedures.  Review the work assignments of assigned Special Agent(s) for appropriateness of investigative methodology, completeness, accuracy, and validity of conclusions and recommendations.  Supervise and evaluate the work of subordinates; recommend personnel actions related to selection, disciplinary procedures, performance, leave, grievances, work schedules and assignments.  Identify training needs; direct the instruction, training, and development of subordinate staff.

Oversee and conduct sensitive and complex criminal and administrative investigations and enforcement activities, independently or with the cooperation of other Departmental units or external law enforcement agencies, in accordance with all applicable laws, rules, regulations, and policies as directed.  Use resourcefulness and creative thinking to resolve complex investigative problems and to anticipate and cope with exigent circumstances and situations.  Conduct interviews with victims, witnesses, and suspects, both cooperative and hostile, to obtain relevant case information in accordance with rules of evidence and established rights.  Protect and process complex crime scenes by securing and managing the scene, and identifying, collecting, preserving, and evaluating physical evidence in accordance with established standards.   Search for evidence in a systemic manner to determine the existence of criminal or administrative violations and to obtain evidence necessary to affirm or dispel the allegations of improper or illegal activity, using investigative methods and techniques.  Conduct arrests as appropriate.  Prepare and maintain complete comprehensive documentation of the history of each case being investigated.

Develop plans for identification, prioritization, collection and management of accurate, timely factual and relevant intelligence information.  Evaluate the effectiveness of the intelligence gathering and investigative responsibilities at the institution, facility, or area level.  Use legally accepted methods to collect, evaluate, and disseminate as appropriate, intelligence information acquired from inmates, parolees, departmental employees, the public, outside agencies, etc.  Review reports which include, but are not limited to, narrative, incident, use of force, surveillance, investigation, arrest, and intelligence reports to identify content relevant to EAI tracking operations, intelligence and investigative initiatives.  Review reports for compliance with applicable statutes, regulations, policies, procedures, and directives.  Preserve information, documents and related evidence relevant to investigative cases maintaining an established chain of custody.  Establish a contact network of KDOC, local, state, and federal law enforcement, as well as related intelligence organizations for the purpose of acquiring ongoing intelligence information and educational knowledge.  Establish and nurture rapport and cooperation with the institution, facility, or area administration and staff. 

Gather intelligence information on individuals and activities associated with Security Threat Groups (STG).  Evaluate information to determine risk to facility operations and the safety and security of the institution, facility, or area.  Prepare and maintain detailed STG documentation and records for use of EAI and other law enforcement agencies.  Assist and collaborate with outside criminal justice entities to identify, validate, and analyze information and level of threat assessment to the institution, facility, or area by STG activities.  Confer with the EAI Director, additional EAI Supervisors, and administrators to identify strategies to monitor and deter STG behavior.  

Communicate effectively, verbally and in writing, in order to: provide information, prepare correspondence, create/update procedures, train staff, establish, promote, and maintain confident and cooperative relationships with others (inmates, parolees, departmental employees, the public, outside agencies, etc.), to promote collaborative participation and meet the Department’s vision, values, mission, goals, and objectives, etc.  Communicate and share intelligence and other information in a responsive and understandable manner with other EAI units, Central Office staff, facility staff, contract staff, and other law enforcement / criminal justice agencies.  Prepare and submit clear, concise, comprehensive, and cohesive written investigative reports in a timely manner.  Present evidence and investigative findings during disciplinary hearings, unemployment hearings, sexual assault incident reviews, and court examinations and trials for employee misconduct and violations of law.

Confer with prosecutors for preparation and presentation of evidence in courts of law and other legal proceedings; present clear evidence in order to obtain subpoenas, search and arrest warrants.  Participate in raids to seize evidence and / or apprehend suspects.  Appear and testify in administrative and legal proceedings.  Provide assistance to other criminal justice agencies when requested as time and circumstances permit.  Work with other EAI units, law enforcement agencies (city, county, state and federal) and other community agencies in locating and apprehending parole violators, absconders, and other criminal suspects.

Perform other duties as assigned. This 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.  Must be capable of performing essential physical functions (attached).

	34: Incumbent will exercise a great amount of independent judgment in handling issues within the scope of statutes, regulations, policies, and orders promulgated by the Legislature, Secretary of Corrections, EAI Director, Wardens, and other administrators of an assigned institution, facility, or area; along with the ability to apply these principles under a variety of circumstances as necessary, without direct supervision, is essential.  b) New, unusual, or complex work situations may be referred to a superior for advice.  Work is periodically checked for progress and conformance to established policies and requirements.  Work is controlled by occasional review and by reporting to or consultation with supervisors or superiors. c) Employees at this level usually receive a general outline of the work to be performed and are generally free to develop their own sequences and methods within the scope of established policies and practices.
	95: The incumbent will be exposed to the dangers associated with frequent contact and interaction with inmates and parole violators, absconders, escapees, their associates and family members.  Inmates are housed within special management, maximum, medium, and minimum-security correctional units. Some of these individuals could be hostile, angry or confused and have the potential and/or incentive to do bodily harm, take hostage, or fatally wound for imagined wrongs.  Incumbent works under the condition of threats of assault, murder, escape, riots and / or other disturbances, which could result in serious injury or death to incumbent, other employees, inmates, visitors, or members of the public.  There is a high probability of encountering illegal drugs, weapons, stolen property, and possibly vicious dogs.  Incumbent may be called back, kept over, required to work any hours, and / or travel, all without notice.  Stress related problems due to environment, deadlines, work volumes and assignments, and dealing with difficult staff / situations are considerations.  Because of the physical structure of correctional facilities, incumbent may be required to work at aboveground levels, negotiate stairs, catwalks, swinging doors, and enclosed spaces which require mobility.  The work environment involves typical hazards, risks or discomforts to include exposure to machinery, fumes, irritant chemicals, and disagreeable weather conditions and extreme levels of temperature, ventilation, lighting, and sound.  Protective clothing and / or equipment and specific safety standards and / or procedures may be required.
	99: High school diploma or equivalent.  Valid driver’s license.

Must meet all minimum qualifications and necessary special requirements for CO I A; be at least 21 years of age at time of appointment; have three years of relevant experience in the field of corrections or in the detention of convicted offenders including one year of supervisory experience; and have successfully completed the Corrections Officer Training Program (COTP).  At the discretion of the agency, college coursework in criminal justice, the behavioral sciences, or the social sciences or completion of corrections officer training in another jurisdiction may be substituted for some or all of the required COTP and for some or all of the required non-supervisory experience.  Applicants shall be required to complete the COTP within their initial probationary period.

Must be able to effectively provide credible testimony to sustain a conviction; therefore, the applicant must not have any Brady/Giglio material in background to be eligible for hiring.  This position requires the use of a firearm for law enforcement duties.  Therefore, to be eligible for appointment, candidates cannot be prohibited from shipping, transporting, possessing, or receiving a firearm or ammunition under 18 U.S.C. § 922(g) or (n), K.S.A 2013 Supp. 21-6301, or K.S.A. 2013 Supp. 21-6304.   

	100: Certification as a Corrections Officer or Law Enforcement Officer by a recognized governing body.  Five (5) years’ experience in corrections or detention work.  Previous work experience in investigations and/or law enforcement.  BA or BS degree (or 120 credit hours) in criminal justice or related field.  Excellent written communication skills; personal presence and impact, with a proven ability to interact effectively with people from diverse cultures and backgrounds; high levels of maturity and self-management skills, with excellent judgment and the ability to assess risks; competent in gathering and organizing facts through logical and objective analysis; resilience and self-motivation, with a determination to achieve results in difficult and high-pressure environments; and, the highest levels of personal integrity and professionalism.  Ability to use tact and discretion in obtaining the cooperation and confidence of others; to work independently without direct supervision; to work long hours under difficult and arduous conditions; to accurately recall and to verbally present information concisely; to evaluate relative importance of information obtained; to organize and clearly express written information in concise written form; and to deal effectively with difficult individuals.
Knowledge of the principles and practices of supervision including delegation of work, training of subordinates, performance evaluation, motivation and discipline.  Ability to plan, organize, direct and evaluate the work of subordinate staff; to prepare and administer an operating budget; to deal effectively with subordinates, the public, committees, public officials, and others; to establish and maintain effective working relationships with State, Federal and County agencies.

	101: Possess a valid Driver’s license.  
Knowledge of general criminal law and law enforcement procedures and practices.
Knowledge of procedures and practices of supervising inmates confined to an adult maximum correctional institution.
Knowledge of Security Threat Groups and Criminal Street Gangs.
Knowledge of the Prison Rape Elimination Act.
Knowledge of controlled substances and the laws governing them.
Knowledge of collective bargaining agreements and personnel directives.
Knowledge of computers and word processing.
Ability to maintain confidentiality in all activities.
Ability to deal effectively with individuals under restraint.  
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