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· Postings have a direct link to the On-line Kansas job site where the job description and application information is provided.
· APPLICATIONS MUST BE RECEIVED BY THE CLOSING DATE FOR CONSIDERATION. 
· All positions require a security check.

· Wages listed on the website are the minimum starting wages & do not reflect present employee promotion or transfer pay rates.

Open to:


 1-Present State employees of TAG Dept

2-All State employees 

3-Public
	Location
	*Open 
	Position
	Title
	Department
	Closing Date

	Salina
	1,2,3
	Unclassified

Full-time
	 New Administrative Assistance

http://www.da.ks.gov/ps/pub/reqinfo.asp?id=168154
	184th
	March 11, 2011

	Topeka
	1,2,3
	Unclassified

Full-time
	 New State Resource Protection Officer

http://www.da.ks.gov/ps/pub/reqinfo.asp?id=168113
	190th
	Open until filled

	Topeka
	1,2,3
	Unclassified

Full-time
	 New Application Developer II

http://www.da.ks.gov/ps/pub/reqinfo.asp?id=168082
	DOIM
	Open until filled


To view online announcements directly from the electronic document, press control and click on the blue web link provided, or cut and paste the link into your browser’s address bar.  Complete position descriptions are available for all jobs from SHRO.  You may also visit www.jobs.ks.gov and search by vacancy number for positions open to categories 1,2,3.  
Office Assistant

Smokey Hill, Salina, Kansas

Unclass. FT. $12.98 hr.  M-F.7:45-4:15.  Track Man-hour expenditures.  Assign common work order numbers to repetitive work.  Track all direct and indirect man-hours.  File man-hour accounting sheets. Distribute time sheets to appropriate supervisors.  Reviews time sheets, after pay period ends, for accuracy, before forwarding to State Human Resources Office.  Prepares personnel actions and maintains personnel records for each employee.  Distributes applications for employment; answers questions about State Civil Service positions.   Receives applications from individuals applying for positions at this facility, forwards applications to State Human Resources Office after closing date of the position.  Prepares position descriptions for all employees and assists managers, in preparation of performance standards and performance appraisals for all employees.  Provides employee orientation to newly hired employees. Maintain Facility Key Control Program.  Obtain proper approval signatures an all requests.  Document and file all key issues, returns and losses.  Insure key lock boxes are secure. Maintain Work order status.  Assign work to appropriate shops and coordinate all work prior to accomplishment.  Process material lists for supplies and materials.  Close Work Orders.  Compile man-hours expended on projects and total material and service expenditures.  Post all warranties for future reference.  Complete a cost break down sheet on any project that reflects a real property change or need for capitalization.  Send to Real Property office to voucher.  File original work order and work request in facility folder.  File completed work order with detailed project information and close out project in the work order log. Maintain Facility Folders.  Maintain facility folders for each individual facility.  File current floor plan, real property installed equipment (RIPIE), fire inspection records, work request and original copy of work orders.  Purge files yearly of all excess documentation and transfer to a summary sheet. Types from plain copy, rough draft, or by selecting information from source data, a variety of material including military and non military correspondence or reports.  Prepares and reviews outgoing correspondence for proper format, conformance with general policy, procedural instructions, grammar, typographical accuracy and necessary attachments.  Insures all communication is in compliance with known policies, or in proper format.  All correspondence is prepared on a personal computer.   

Custodial Duties and Mowing.  Daily custodial duties will consist of sweeping and mopping floors, emptying trashcans, cleaning bathrooms, cleaning countertops, window sills and stocking paper products.  The weekly duties consist of vacuuming carpets and cleaning windows. Performs other job related duties as assigned.  Performs other related responsibilities to the job class that the organization needs of the office, as directed by the supervisor.  Quals:  Any combination of education, training and/or experience equal to 6 months in office support duties and FBI check. Prefer one year experience.  Apply online at www.jobs.ks.gov (Req # 168154) PREFERRED, or send a State application to: State Human Resources, The Adjutant Genera's Department, 2800 SW Topeka Blvd, Topeka, KS 66611-1287 (785) 274-1460.  Closing Date 3/11/2011Req # ( 168154) EOE

Resource Protection Officer
Armed security. Full-time. $13.61 w/State benefits. 190th ARW, Forbes Field. 1st shift:  0645 to 1515. Requires drug screen; HS grad or GED; age 21; valid DL; no felony convictions; obtain and maintain a secret security clearance and gov't DL; qualify semi-annually on duty weapons, pass annual physical fitness requirement; and either (a) 1 yr armed security/police work; (b) possess a Air Force AFSC in Security Police &/or Law Enforcement; (c) completion of AF Security Police augmentee training & six months of armed AF security police work; or (d) 12 semester hours in criminal justice and 6 months armed security work. For qualifications & to apply on-line go to www.jobs.ks.gov
(Req 168113). Contact State HR, Adjutant General’s Dept, 2722 SW Topeka Blvd, Topeka, KS 66611 (785) 274-1460. EOE.
Application Developer II
Unclassified Full Time Position with Benefits $23.31/hr.  Position involves development and design of web pages, links and menus. Develops databases and web interfaces for same. Works with internal TAG departments and external agencies throughout the state such as FEMA, KSARNG, KDEM and local Emergency Management organizations.  

Qualifications: (2) two years experience in XML, JAVA, ASP, PHP, NET languages, HTML, Access and MS SQL. 1- 2 years of Networking Operations; excellent written & verbal communications skills; strong organizational & computer skills;  Associate’s Degree in computer science or related field or 24 academic hours in computer science and/or 2 years experience coding, testing and debugging, and documenting application programs preferred. Knowledge of Emergency Management is desired.  Current DL & ability to secure a secret security clearance.  For additional information and to apply go to www.jobs.ks.gov  or submit a State of Kansas Employment Summary to State Human Resources, Adjutant General’s Department, 2800 SW Topeka Blvd, Topeka, KS 66611-1287 (785) 274-1460.  EOE Position # (168082)
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NOTE:  On-line application and listing of other State Vacancies are available on the Internet, www.jobs.ks.gov



++SHR, Adjutant General’s Dept., 2800 SW Topeka Blvd, Topeka, KS 66611, (785) 274-1391 or 1392.


NOTE:  Listing of other State Vacancies are available on the Internet, http://da.state.ks.us/ps.

