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INTRODUCTION 
 
The position is located on the State Conservationist’s Staff in the Natural Resources 
Conservation Service (NRCS) State Office (SO) in Salina, Kansas.  The position is under the 
supervision of the assistant state conservationist for operations (ASTC-O).  The incumbent 
provides complex technical services (TS) support in two specialty areas including data 
management and system administration.  Within these two specialty areas, participates in 
accomplishing technical, analytical, and advisory functions pertinent to the development of local 
processes and ensuring that work accomplished is in compliance with higher authority policies 
and guidelines. 
 
DUTIES 
 
Works with TS programs at all levels within the state in order to implement computer programs 
for state, area, and field office (FO) applications.  Analyzes and defines data requirements and 
specifications, develops, implements, and maintains databases. 
 
Works with other government agencies to provide technical information for implementation of 
computer software for both NRCS and other agencies. 
 
Provides guidance and assists with the implementation for the use of automated programs such 
as Customer Service Toolkit (CST), ProTracts, Service Center Information Management System 
(SCIMS), and Electronic Authentication (eAUTH). 
 
Prepares supplements to the national manuals, topical handbooks, and/or other permanent 
directives to document TS policy and creates task guides and procedures encompassing areas 
of responsibilities. 
 
Assures computer systems security according to NRCS and supervisors policy and that security 
is reasonably balanced with users needs.  Recommends or implements appropriate changes, 
improvements, or enhancements. 
 
Provides technical and direct assistance to the area specialists and FOs as needed to analyze 
software problems by performing troubleshooting and maintenance assistance. 
 
Assists the local system administrators in all offices within the state with system administration 
duties which are not under the responsibility of Information Technology Services (ITS).  Works 
with other ITS staff and regional help desk personnel on complex technical problems that 
cannot be resolved in-state. 
 
Performs work in coordination with ITS and other staff members to ensure consistency and 
compliance with agency guidelines in the installation, support, and implementation of software 
programs and related functions.   
 
Conducts analyses to determine state and FO equipment and software needs.  
 
Provides training on computer operations, terminology, and software to users throughout the 
state.  Also provides training, as needed, to various personnel on applications that are 
appropriate to their work and assists in ongoing operation of FO work and customer service. 
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Provides technical guidance for the development and maintenance of the Kansas Web site.  
Updates content on the Kansas Web site in a timely manner. 
 
Performs other duties as assigned. 
 
Works within a team concept to develop and implement ways to improve the efficiency, 
effectiveness, and quality of the products and/or services provided to internal and external 
customers. 
 
Performs duties in a manner supportive of a safe and healthy work environment, and exercises 
safety precautions when exposed to dangerous objects, chemicals, extreme temperatures, etc. 
 
Performs duties in a manner which actively supports civil rights policies regarding personnel 
rules and regulations and delivery of NRCS programs and services without regard to race, color, 
national origin, religion, sex, age, marital status, or mental or physical handicap. 
 
CONDITION OF EMPLOYMENT 
 
Operates a motor vehicle incident to the above duties.  Must possess and maintain a valid state 
motor vehicle operator’s license for the type of vehicle(s) operated. 
 
EVALUATION FACTORS 
 
1.  Knowledge Required by the Position, FLD 1-7, 1250 points
 
Knowledge of the methods, practices, and techniques of automated systems analysis/test 
analysis and programming procedures in order to provide technical leadership and guidance for 
all phases of computer systems, configuration, maintenance, and security. 
 
Knowledge of NRCS automated data and information processing techniques, including 
software, hardware, operating systems, and telecommunications in order to support NRCS 
programs and objectives and provide technical support for implementation of computer 
hardware and software for NRCS and other government agencies.   
 
Knowledge of database management systems, query languages, table relationships, and views 
to design, develop, and maintain data management systems that meet current and future 
business requirements. 
 
Knowledge of complex large-scale NRCS computer software and the capabilities and limitation 
of current state of the art computer equipment and software in order to evaluate automation 
efforts for consistency with accepted professional practices; and conduct, review, and evaluate 
studies and plans for application testing and development.  Knowledge of date sources, data 
flow sequences, and system interactions with NRCS. 
 
Knowledge of Federal Information Processing Standards (FIPS), NRCS Information Technology 
(IT) policy, and of computer systems in order to recommend needed design modifications and 
refinements within policy constraints. 
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Knowledge of Internet technologies, scripting languages, and file formats to optimize existing 
Web sites, provide guidance in design and development of new Web pages, and ensure 
Internet services comply with Americans with Disabilities Act and other related requirements. 
 
Knowledge of training methods, techniques, and the ability to train technical and  
non-technical personnel in the use of automated systems. 
 
Ability to communicate effectively, both orally and in writing in order to exchange information, 
advise co-workers and management, and work with interested parties. 
 
Ability to work effectively with federal, state, and local agencies and other organizations in order 
to coordinate, collect, and analyze data and to draw conclusions and devise solutions to 
problems. 
 
Ability to plan, organize, and coordinate work activities in order to recommend and promote 
modifications to improve effectiveness of software applications. 
 
2.  Supervisory Controls, FLD 2-4, 450 points
 
The position is under the general supervision of the ASTC-O who sets the overall objectives and 
deadlines to be met.  The employee uses a high degree of professional judgment in planning 
assignments, determining work methods, and developing alternative approaches.  He/she 
periodically reports project status.  Completed work is reviewed for effectiveness, projected time 
frames, and conformance to agency standards. 
 
3.  Guidelines, FLD 3-4, 450 points 
 
Guidelines include departmental and NRCS policies, memorandums, technical handbooks, and 
manuals.  These guidelines are often general in nature.  Performance of the work requires 
deviating from traditional methods to develop new and innovative methods or formulate 
procedures. 
 
4.  Complexity, FLD 4-5, 325 points
 
The incumbent performs a variety of tasks requiring substantial analysis of problems.  
Assignments are characterized by the large number of programs developed and the need to 
make systems user friendly.  Significant departure is required from established practices to 
develop programs for statewide use and to update existing programs. 
Studies and in-depth analysis are required to develop program software for multi-user systems.  
Numerous conditions, options, and machine capabilities must be considered in the development 
of specifications and programs in an area where little previous program development has been 
achieved. 
 
The programs directly affect a large number of employees and operations in the NRCS in 
Kansas.  Assignments carried out will have statewide impact.  Skill, ingenuity, and Information  
originality are required to structure work in order to convert manual or other work processes to 
computer.  Communications skills are required to explain and gain acceptance of the computer 
system designs by employees throughout the state. 
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5.  Scope and Effect, FLD 5-4, 225 points 
 
The work involves analyzing a variety of problems, questions, and applications that affect the 
development, acceptance, and utilization of a wide range of automated systems throughout the 
state.  Work accomplishments directly affect a large number of employees and operations 
throughout the state.  Software covers all aspects of work in a variety of disciplines.  In addition, 
the employee may be required to perform or direct the performance of programming tasks which 
result in the software used statewide.  The work may also require working on regional and/or 
national committees or projects that affect computer operations agency-wide. 
 
6.  Personal Contacts 
7.  Purpose of Contacts, FLD 6-3 and 7-b, 110 points
 
Personal contacts are with employees throughout NRCS.  Contacts are generally program 
people from various levels within the agency, such as headquarters, region, area, and FOs.  In 
addition, many contacts are with individuals and groups from outside NRCS.  Typical of these 
contacts are representatives of cooperating agencies and state agencies. 
 
The purpose of these contacts is to coordinate work efforts, resolve problems, or to provide 
advice to managers on non-controversial organization or program-related issues and concerns. 
 
8.  Physical Demands, FLD 8-1, 5 points
 
The work is mostly sedentary.  There may be some walking, standing, bending, and carrying of 
light items such as books and computer equipment.  No special physical demands are required 
to perform the work. 
 
9.  Word Environment, FLD 9-1, 5 points
 
The work is performed in a typical office setting and includes everyday risks and discomforts 
typical of offices and meeting rooms. 
 
This position is determined to be exempt from the provisions of FLSA. 
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