
 Board of Riley County 

Commissioners 
Regular Meeting 

Agenda 

June 03, 2021 
 

115 North 4th Street 
Manhattan, KS 66502 

www.rileycountyks.gov 
 

Cindy Kabriel 
785-565-6200 

 

Commission Chambers 8:30 AM 

 
District 1 – John Ford, Chair District 2 – Greg McKinley, Vice Chair  District 3 – Kathryn Focke, Member  

 

Board of Riley County Commissioners  Page 1   

 

8:30 AM Call to Order 

 Pledge of Allegiance 

 Public Comment 

 1. Public Comments 

 Commission Comments 

 2. Commission Comments 

 Business Meeting 

 3. Out of State Travel Request to Attend a Station Build Conference 

 4. Out of State Travel Request for Public Works 

 5. Out of State Travel Request for Public Works 

 6. Rose Hill Rd. Bridge Project Authority to Award 

 7. Action on Portable Communication Device Allowance Form(s) 

 8. Sign Riley County Personnel Action Form(s) 

 9. Approve payroll/accounts payables (when completed) 

 Review Minutes 

 10. Board of Riley County Commissioners - Regular Meeting - May 27, 

2021 8:30 AM 

 Review Tentative Agenda 

 11. Tentative Agenda 

 Press Conference Topics 

 12. Discuss Press Conference 

9:00 AM Craig Cox, Deputy County Counselor 

 13. Phil Engert's Tax Payment Agreement 

9:15 AM Michael Boller, Noxious Weed Director 

 14. Staff Update 

9:30 AM Greg McHenry, Appraiser 

 15. Appraiser's Office Report 

http://www.rileycountyks.gov/
http://www.rileycountyks.gov/67/Meet-the-Commissioners
http://www.rileycountyks.gov/67/Meet-the-Commissioners#tab756647ba-1e29-4701-8259-5a16c3188e6c_1
http://www.rileycountyks.gov/67/Meet-the-Commissioners#tab756647ba-1e29-4701-8259-5a16c3188e6c_2
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9:55 AM Break 

10:00 AM Amanda Smeller, Planning/Special Projects Director 

 16. Planning & Development - Staff Update 

10:15 AM Clancy Holeman, Counselor/Director of Administrative Services 

 17. Administrative Work Session 

10:30 AM Ron Fehr, Manhattan City Manager 

 18. Manhattan City General Update 

11:00 AM Barry Wilkerson, County Attorney 

 19. Staff update 

 20. Request to fill open position - Office Manager 

 Adjournment 

 Announcement 

  A Special Law Board Meeting will be today at 3:15 p.m. in the County 

Commission Chambers, 115 N. 4th Street. 

 21. Special Law Board Meeting Agenda 
 

In order to comply with provisions of the Americans with Disabilities Act (ADA), Riley County will make  

reasonable efforts to accommodate the needs of persons with disabilities. Please contact the Division of Human  

Resources at (785) 537-6303 (voice and TTY) for assistance. 



  

Updated: 6/1/2021 10:45 AM by David Adams  Page 1 

 

 

EMS 
Travel Request 

 
 

 

David Adams 

EMS/Ambulance 

Director 

2011 Claflin Rd 

Manhattan, KS 66502 

Phone: 785-539-3535 

 

 

COMMISSION AGENDA REPORT 

  

  

FROM:   David Adams, EMS/Ambulance Director 

 

MEETING:   June 3, 2021 

  

SUBJECT:   Out of State Travel Request to Attend a Station Build Conference 

 

PRESENTER: David Adams, EMS/Ambulance Director 

 

 
 

FISCAL IMPACT 
This request is to attend the annual Station Design Conference in St. Louis from August 24-26th. 

The purpose of the conference is planning, design, and construction of a new public safety 

facility. Topics include site selection, utilizing the facility appropriately, how to craft RFP's, how 

to build for the future, and many more. There will also be at least 40 vendors that include 

architects, designers and suppliers.   

 

The total cost would be approximately $1,302 dollars and would be covered by the current EMS 

budget for travel and training. 

 

John Ellerman, Public Works Director, will also be submitting a travel request for this 

conference as he agrees that this is worthwhile for the county.  

 

POSSIBLE MOTION(S) 
Move to approve 

 

Move to deny 

 

Move to modify 

 

Move to table 

 

No action required. 
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Action Item (ID # 10878)  Meeting of June 3, 2021 

 

Updated: 6/1/2021 10:45 AM by David Adams  Page 2 

 

The Board agreed by consensus to 

 

 

Enclosures: 
 OUT OF STATE Travel Request Adams (DOC) 

 Station Design Conf 2021 St Louis MO Ellerman and Adams Memo (DOC) 

3
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Out of State Travel request/adopted 10-12-98 

RILEY COUNTY OUT OF STATE 
TRAVEL REQUEST/AUTHORIZATION 

 
NAME: David Adams DEPARTMENT: EMS/Ambulance 

     
POSITION TITLE: Director DATE REQUESTED 6/1 /2021 

    
FUND: EMS Travel and Education   

    
Travel From: Manhattan Date: 8/23/2021 

    
Travel To: St. Louis, Mo Date: 8/26/2021 

    
Purpose of Travel:  This request is to attend the annual Station Design Conference in St. Louis from 

August 24-26th. The purpose of the conference is planning, design, and construction of a new public 

safety facility. Topics include site selection, utilizing the facility appropriately, how to craft RFP's, how 

to build for the future, and many more. There will also be at least 40 vendors that include architects, 

designers and suppliers.   

Mode of Travel: Common Carrier  Riley County Vehicle  Privately Owned Vehicle  

    

 Administratively determined to be to the advantage of Riley County  

 Not to exceed the cost of common carrier including food and lodging  

 Mileage rate of   

   

ESTIMATED COST:   

Type of Expense Description Amount 

Transportation Drive via use of a county vehicle 
~$150 

Lodging Hotel at Conference $150/night (Hilton at the Ballpark) 
$450 

Meals Per county policy  
$252 

Registration/Fees Program Registration 
$450 

Other       
      

 Total Estimated Travel Costs: $1,302 
    
Requested by:  Date:  

   
Approved by:   

    
Department Head:  Date:  

    
Chairman:  Date:  

Board of County Commissioners    

    
Attest:  Date:  

Riley County Clerk    

 

cc:  Department Head 

       Department Assistant 
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MEMORANDUM 

 

 

 

DATE:  6/03/21 

 

FROM:  John Ellermann and David Adams 

 

TO:   BOCC 

 

RE:   Out-of-State Travel Request 

 

The 2021 Station Design Conference will be held in St Louis, MO August 23 to August 26, 

2021.  The conference is designed to connect public safety officials, fire chiefs, police chiefs, 

project managers, and municipal managers who are involved in fire station and facility design. 

 

By attending this educational conference I will have the opportunity to attend numerous 

seminars covering a wide range of design standards, project budget development and 

construction administration to help assure that the construction results in the best possible 

facility for the department and community.  Some of the workshops include the following: 
 

Selecting a Site for your Fire Station 

How to Craft RFQs & RFPs to Get the Responses to Make the Best Design Team for your Project 

What Should a Station Look Like? Fire/Police/EMS? 

Technology and Your Station 

A Guide to Renovate or Build New 

How to Build Every Square Foot You Need, While Needing Every Square Foot You Build 

A Combined Effort - How to Plan and Design a Successful Shared Public Safety Facility 

What the Heck are Soft Costs? 

Operations-Based Design - Planning and Building Your Most Effective Police Station 

Resilient Design Considerations for Law Enforcement Facilities 

Living Buildings and Emergency Facilities: A Path to Becoming Future Ready 

The Welcoming Face of a Police Station 

The Study: Set Yourself Up for Success 

Construction Administration 101 

Identifying Common Construction Issues and Eliminate them Before they Start 

Designing Interview Rooms 

Case Study: Springdale, AR, Prototype Fire Station Plan 

Applying Building Codes to Public Safety Facilities 
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Updated: 6/1/2021 3:28 PM by Cindy Kabriel  Page 1 

 

 

PUBLIC WORKS 
Travel Request 

 
 

 

John Ellermann 

Public Works 

Director/County Engineer 

6215 Tuttle Creek Blvd 

Manhattan, KS 66503 

Phone: 785-537-6330 

 

 

COMMISSION AGENDA REPORT 

  

  

FROM:   Mary Graham, Admin Asst II 

 

MEETING:   June 3, 2021 

  

SUBJECT:   Out of State Travel Request for Public Works 

 

PRESENTER: John Ellermann, Public Works Director/County Engineer 

 

 
 

POSSIBLE MOTION(S) 
Move to approve out of state travel request for John Ellermann to attend the 2021 Station Design 

Conference in St Louis, MO,  August 23-August 26, 2021.  

 

Move to deny 

 

Move to modify 

 

Move to table 

 

No action required. 

 

The Board agreed by consensus to 

 

 

Enclosures: 
 Station Design Conf 2021 St Louis, MO John Ellermann Memo (PDF) 

 Station Design Conf 2021 St Louis, MO John Ellermann Form (PDF) 
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MEMORANDUM 

 

 

 

DATE:  6/03/21 

 

FROM:  John Ellermann 

 

TO:   BOCC 

 

RE:   Out-of-State Travel Request 

 

The 2021 Station Design Conference will be held in St Louis, MO August 23 to August 26, 

2021.  The conference is designed to connect public safety officials, fire chiefs, police chiefs, 

project managers, and municipal managers who are involved in fire station and facility design. 

 

By attending this educational conference I will have the opportunity to attend numerous 

seminars covering a wide range of design standards, project budget development and 

construction administration to help assure that the construction results in the best possible 

facility for the department and community.  Some of the workshops include the following: 
 

Selecting a Site for your Fire Station 

How to Craft RFQs & RFPs to Get the Responses to Make the Best Design Team for your Project 

What Should a Station Look Like? Fire/Police/EMS? 

Technology and Your Station 

A Guide to Renovate or Build New 

How to Build Every Square Foot You Need, While Needing Every Square Foot You Build 

A Combined Effort - How to Plan and Design a Successful Shared Public Safety Facility 

What the Heck are Soft Costs? 

Operations-Based Design - Planning and Building Your Most Effective Police Station 

Resilient Design Considerations for Law Enforcement Facilities 

Living Buildings and Emergency Facilities: A Path to Becoming Future Ready 

The Welcoming Face of a Police Station 

The Study: Set Yourself Up for Success 

Construction Administration 101 

Identifying Common Construction Issues and Eliminate them Before they Start 

Designing Interview Rooms 

Case Study: Springdale, AR, Prototype Fire Station Plan 

Applying Building Codes to Public Safety Facilities 
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Updated: 6/1/2021 11:53 AM by Mary Graham  Page 1 

 

 

PUBLIC WORKS 
Travel Request 

 
 

 

John Ellermann 

Public Works 

Director/County Engineer 

6215 Tuttle Creek Blvd 

Manhattan, KS 66503 

Phone: 785-537-6330 

 

 

COMMISSION AGENDA REPORT 

  

  

FROM:   Mary Graham, Admin Asst II 

 

MEETING:   June 3, 2021 

  

SUBJECT:   Out of State Travel Request for Public Works 

 

PRESENTER: John Ellermann, Public Works Director/County Engineer 

 

 
 

POSSIBLE MOTION(S) 
Move to approve out of state travel request for John Ellermann to attend the 2021 PWX in St 

Louis, MO,  August 28-September 1, 2021.  

 

Move to deny 

 

Move to modify 

 

Move to table 

 

No action required. 

 

The Board agreed by consensus to 

 

 

Enclosures: 
 PWX 2021 St Louis, MO John Ellermann Memo (PDF) 

 PWX 2021 St Louis, MO John Ellermann Form (PDF) 
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MEMORANDUM 

 
 
 

DATE:   6/03/21 
 
FROM:  John Ellermann 
 
TO:   BOCC 
 
RE:   Out-of-State Travel Request 

 
The 2021 PWX will be held in St Louis, MO August 29th to September 1st, 2021.  The 
conference is four days of valuable information.  It provides outstanding educational 
sessions which addresses both current and ongoing public works issues and 
challenges.   
 
By attending this year’s educational conference I will have the opportunity to hear about 
new and ongoing research and innovative ideas.  Information garnered at the 
conference can be used to be more efficient and effective.  All Public Works 
Departments encounter the same issues.  Attending a national conference allows us to 
network with our peers and to gain insight into how other entities address similar type 
issues.    
 
In addition to the educational sessions, I will use the Conference and Exposition to 
explore specific needs for the Department.  With more than 400 companies showcasing 
the newest and best equipment and services available in the public works industry, we 
are able to learn about the latest innovations.  The conference provides the opportunity 
to speak directly with company officials, see the products in person and then compare 
the product with other companies all in one location. 
 
This year I will use the trade show to explore technology advances and view new 
equipment.  Discussing issues in person provides an added benefit to just conversing 
over the phone.  A few of the session topics offered this year includes: 
 
Career & Personal Development 
Construction Management 
Emergency Management 
Engineering & Technology 
Environment/Sustainablility 
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Facilities 
Fleet Services 
Management 
Parks & Grounds 
Snow & Ice 
Solid Waste 
Stormwater/Flood Control 
Streets/Roads/Bridges 
Traffic Engineering 
Utilities/Right-of-Way 
Water & Wastewater 
 
Riley County’s’ past attendance at the PWX Conference has translated into positive 
results for the Public Works Department.   
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PUBLIC WORKS 
Project 

 
 

 

John Ellermann 

Public Works 

Director/County Engineer 

6215 Tuttle Creek Blvd 

Manhattan, KS 66503 

Phone: 785-537-6330 

 

 

COMMISSION AGENDA REPORT 

  

  

FROM:   John Ellermann, Public Works Director 

 

MEETING:   June 3, 2021 

  

SUBJECT:   Rose Hill Rd. Bridge Project Authority to Award 

 

PRESENTER: John Ellermann 

 

 
 

BACKGROUND 
Public Works applied for and received Federal Funds for the Rose Hill Rd. Bridge Replacement 
Project.  This will an 80/20 cost share project requiring a 20% match from the County.  KDOT let 
the project.  Bids were open for the construction of the Rose Hill Rd. Bridge project on May 19, 
2021.  There were 5 bidders with bids ranging from $385,903.00 to $498,642.00.  The low 
bidder was Ebert Construction with a bid of $385,903.00.   

 

DISCUSSION 
KDOT recommends awarding the project to the low bidder.  If the Board agrees, the Authority to 

Award Contract must be signed to commit County matching funds to the project.   

 

FISCAL IMPACT 
Riley County’s share will be Sales Tax funded.  Using Federal Funds for the project, will free up 

approximately $308,862 of sales tax money to be used towards another project.  The fiscal 

impact for the Local Match is $78,000 from sales tax paid to KDOT by July 8, 2021. 

RECOMMENDATION(S) 
Staff recommends approval. 

POSSIBLE MOTION(S) 
Move to Award the low bid to Ebert Construction and sign the Authority to Award  

 

Move to deny 

6
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Action Item (ID # 10875)  Meeting of June 3, 2021 

 

Updated: 5/27/2021 11:35 AM by John Ellermann  Page 2 

 

Move to modify 

 

Move to table 

 

No action required. 

 

The Board agreed by consensus to  

 

 

Enclosures: 

6
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COUNTY CLERK & ELECTIONS 
Personnel 

 
 

 

Rich Vargo 

County Clerk 

110 Courthouse Plaza 

Manhattan, KS 66502 

Phone: 785-565-6200 

 

 

COMMISSION AGENDA REPORT 

  

  

FROM:   Elizabeth Ward, Human Resource Manager 

 

MEETING:   June 3, 2021 

  

SUBJECT:   Action on Portable Communication Device Allowance Form(s) 

 

PRESENTER: Elizabeth Ward, Human Resource Manager 

 

 
 

POSSIBLE MOTION(S) 
Move to approve the Portable Communication Device Allowance Form(s). 

 

Move to deny the Portable Communication Device Allowance Form(s). 

 

Move to table the Portable Communication Device Allowance Form(s). 

 

 

Enclosures: 
 J Anderson Portable Comm Device Allowance 2021-05 (PDF) 

7
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COUNTY CLERK & ELECTIONS 
Personnel 

 
 

 

Rich Vargo 

County Clerk 

110 Courthouse Plaza 

Manhattan, KS 66502 

Phone: 785-565-6200 

 

 

COMMISSION AGENDA REPORT 

  

  

FROM:   Elizabeth Ward, Human Resource Manager 

 

MEETING:   June 3, 2021 

  

SUBJECT:   Sign Riley County Personnel Action Form(s) 

 

PRESENTER: Elizabeth Ward, Human Resource Manager 

 

 
 

 

 

Enclosures: 
 2021-06 W Phebus - Office Manager (green) (PDF) 

 2021-06 G Redden - Seasonal Labor (green) (PDF) 
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 Board of Riley County 

Commissioners 
Regular Meeting 

TENTATIVE Agenda 

June 07, 2021 
 

115 North 4th Street 
Manhattan, KS 66502 

www.rileycountyks.gov 
 

Cindy Kabriel 
785-565-6200 

 

Commission Chambers 8:30 AM 

 
District 1 – John Ford, Chair District 2 – Greg McKinley, Vice Chair  District 3 – Kathryn Focke, Member  

 

Board of Riley County Commissioners  Page 1   

 

8:30 AM Call to Order 

 Pledge of Allegiance 

 Public Comment 

 Commission Comments 

 Business Meeting 

 1. Discuss Joint City/County/County Meeting 

 Review Minutes 

 Review Tentative Agenda 

 Press Conference Topics 

9:00 AM Clancy Holeman, Counselor/Director of Administrative Services 

 2. Administrative Work Session 

9:20 AM Break 

9:30 AM Press Conference 

 3. RCPD - RCPD update (3-5 minutes) 

 4. Downtown Manhattan update - Gina Scroggs (3-5 minutes) 

 5. Public Notice - John Ellermann (1-2 minutes) 

9:50 AM Tami Robison, Budget and Finance Officer 

 6. Budget Work Session 

 Adjournment 

 Announcement 

  A commissioner will be on In Focus live at 9:05 a.m. Tuesday, June 8, 

2021 (KF). 
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TENTATIVE Agenda Board of Riley County Commissioners June 7, 2021 

Board of Riley County Commissioners  Page 2   

  The KCCA Conference will be held June 8-10, 2021 at the Fairfield 

Inn Suites and Conference Center in Liberal, Kansas. 

   

  The Board of County Commissioners will not be in session Thursday, 

June 10, 2021. 
 

In order to comply with provisions of the Americans with Disabilities Act (ADA), Riley County will make  

reasonable efforts to accommodate the needs of persons with disabilities. Please contact the Division of Human  

Resources at (785) 537-6303 (voice and TTY) for assistance. 
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 Board of Riley County 

Commissioners 
Regular Meeting 

TENTATIVE Agenda 

June 14, 2021 
 

115 North 4th Street 
Manhattan, KS 66502 

www.rileycountyks.gov 
 

Cindy Kabriel 
785-565-6200 

 

Commission Chambers 8:30 AM 

 
District 1 – John Ford, Chair District 2 – Greg McKinley, Vice Chair  District 3 – Kathryn Focke, Member  

 

Board of Riley County Commissioners  Page 1   

 

8:30 AM Call to Order 

 Pledge of Allegiance 

 Public Comment 

 Commission Comments 

 Business Meeting 

 Review Minutes 

 Review Tentative Agenda 

 Press Conference Topics 

9:00 AM Rich Vargo, County Clerk 

 1. Year to date budget and expenditure reports 

9:15 AM Christy Rodriguez, Flint Hills Regional Council Director 

 2. Flint Hills Regional Council update 

9:30 AM Press Conference 

9:50 AM Tami Robison, Budget and Finance Officer 

 3. Final review of budget before approval to submit to auditor for review 

10:00 AM Break 

10:10 AM John Ellermann, Public Works Director/County Engineer 

 4. Project update 

10:40 AM Clancy Holeman, Counselor/Director of Administrative Services 

 5. Administrative Work Session 

11:00 AM Cheryl Collins, Museum Director 
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TENTATIVE Agenda Board of Riley County Commissioners June 14, 2021 

Board of Riley County Commissioners  Page 2   

 6. Staff update 

11:15 AM Shilo Heger, Treasurer 

 7. Staff update 

12:00 PM County Officials Luncheon 

 Adjournment 

 Announcements 

  Riley County Planning Board/Board of Zoning Appeals meeting will 

be held tonight at 7:30 p.m. in the Commission Chambers, Courthouse 

Plaza East Building, 115 N. 4th Street. 
 

In order to comply with provisions of the Americans with Disabilities Act (ADA), Riley County will make  

reasonable efforts to accommodate the needs of persons with disabilities. Please contact the Division of Human  

Resources at (785) 537-6303 (voice and TTY) for assistance. 
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Updated: 6/1/2021 9:13 AM by Jana Chingway  Page 1 

 

 

COUNTY 

COUNSELOR/ADMINISTRATIVE 

SERVICES 
Agreement 

 
 

 

Clancy Holeman 

Counselor/Director of 

Administrative Services 

115 North 4th Street 

Manhattan, KS 66502 

Phone: 785-565-6844 

 

 

COMMISSION AGENDA REPORT 

  

  

FROM:   Jana Chingway, Senior Legal Assistant 

 

MEETING:   June 3, 2021 

  

SUBJECT:   Phil Engert's Tax Payment Agreement 

 

PRESENTER: Craig Cox, Deputy County Counselor 

 

 
 

BACKGROUND 
 

The Board signed the initial Agreement for Mr. Engert on May 6, 2021.  That Agreement was for 

Mr. Engert to clean up his Skyway Drive property and list it for sale with a licensed realtor 

before June 15, 2021 to be released from the tax case. 

 

DISCUSSION 
 

Since signing the Agreement, Mr. Engert’s Skyway Drive property has been broken into several 

times, including the theft of a Chevy Suburban, and miscellaneous antiques.  This turn of events 

has shaken Mr. Engert and has delayed his efforts to meet the current Agreement’s requirements.  

 

I have drawn up a new Agreement which includes the same clean-up, realtor and sale 

requirements, but changed the deadlines and also requires an “earnest” payment from him in the 

amount of $5,621.74, plus the $495.00 in court costs.  He made those payments on May 28, 

2021. 

 

FISCAL IMPACT 
 

Just as the previous agreement had, this agreements has been constructed so that Riley County 

can recover the entire delinquent tax debt. 

 

RECOMMENDATION(S) 
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Action Item (ID # 10877)  Meeting of June 3, 2021 

 

Updated: 6/1/2021 9:13 AM by Jana Chingway  Page 2 

 

I recommend the Board sign the agreement as presented. 
 

POSSIBLE MOTION(S) 

 
A. “I move the Board sign the agreement as presented.” 

B. “I move the Board sign the agreement with the following changes…” 

C. “I move the Board not sign the agreement.” 

 

 

Enclosures: 
 Amended Agreement - Phil Engert (PDF) 
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Updated: 6/1/2021 11:21 AM by Michael Boller  Page 1 

 

 

NOXIOUS WEED/HHW 
Staff Update 

 
 

 

Michael Boller 

Noxious Weed Director 

6245 Tuttle Creek Blvd 

Manhattan, KS 66503 

Phone: 785-539-3202 

 

 

STAFF REPORT 

  

  

FROM:   Michael Boller, Riley Co Nox Weed Director 

 

MEETING:   June 3, 2021 

  

SUBJECT:   Staff Update 

 

PRESENTER: Michael Boller, Riley Co Nox Weed Director 

 

 
 

 

Enclosures: 
 6-3-2021 Staff Report (DOC) 
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 Riley County Noxious Weed/HHW Department 
Michael Boller, Director 

June 3, 2021 

 

Staff Report 
 

 

Noxious Weed/Mowing: 

 Spring spraying began in mid-April with bare ground applications on county 

roads.  Spraying around all signs, bridges and guardrails is behind this year due to 

weather. Hopefully will be complete in next couple weeks. RCPD firing range 

should be sprayed this week weather permitting.  

 Spot spraying for musk thistle and field bindweed will begin this week and will 

continue during month of June.   

 Township contracts and the KDOT contract has begun and will continue during 

month of June.  Currently, we have 3 township contracts. All solid spraying is 

completed with spot spraying continuing in the month of June. 

 Spring seeding projects on county right-of-way began in late March. All seeding 

projects were completed. Weather has been very favorable and most areas have a 

good grass growth. Rain has been steady which has prevented washouts so 

conditions have been ideal.    

 County roadside mowing began in May. There are 3 cycles of mowing during the 

summer and the first round is 60% complete. Vegetation is growing at a very 

rapid rate as conditions are favorable for growth.   

 Musk Thistle, a noxious weed in Kansas, is at the stage of growth where it needs 

to be sprayed in order to get optimum control.  Riley County has cost-share 

chemical for sale to landowners for treatment of noxious weeds in the county and 

sprayers that can be rented.  Contact our office at 785-539-3202 for assistance.   

 

HHW: 

 Next HHW collection at Howie’s Recycling is Saturday, June 12, 2021 from 

8:00am to 12:00 noon.  No business waste or truck loads of material will be 

accepted at this event. 

 The Riley County HHW Facility has many recycled products free to the public.  

We have one gallon and five gallon containers of latex paint as well as many 

household cleaners, etc. Our office is open Monday – Friday from 7:30am to 

4:00pm for assistance. 

.  

 

Other: 

 

 County Weed Directors Association of Kansas will hold its summer 

conference in Manhattan this year. July 20-22nd.   
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Updated: 6/1/2021 4:36 PM by Cindy Kabriel  Page 1 

 

 

COUNTY APPRAISER'S OFFICE 
Staff Update 

 
 

 

Greg McHenry 

County Appraiser 

110 Courthouse Plaza 

Manhattan, KS 66502 

Phone: 785-537-6310 

 

 

STAFF REPORT 

  

  

FROM:   Greg McHenry, County Appraiser 

 

MEETING:   June 3, 2021 

  

SUBJECT:   Appraiser's Office Report 

 

PRESENTER: Greg McHenry, County Appraiser 

 

 
 

APPRAISER’S OFFICE REPORT 

BOCC  

 

June 3rd, 2021 

 

APPRAISER’S OFFICE OVERVIEW: 

       

 

 

 We certified the 2021 personal property values to the Clerk’s Office on June 1st.  That 

completed our 2021 valuation cycle. This year’s appraised valuation county-wide totaled 

$42,965,021.      

 

 Our annual agricultural use land surveys were mailed. Julieann has begun processing the 

surveys and field checking any changes in ag use identified on the surveys. 

 

 Our appraisers have begun doing property reviews again in the field. The residential 

appraisers will average approximately 820 properties each to review by late fall this year. 

In addition to this they’ll have property reviews for sales and building permits/new 

construction.   
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Staff Report (ID # 10879)  Meeting of June 3, 2021 

 

Updated: 6/1/2021 4:36 PM by Cindy Kabriel  Page 2 

 We’re hosting a meeting of the Northeast Kansas County Appraisers tomorrow. The 

meeting will focus on legislative changes, ag use discussions, BOTA decisions, and dark 

store cases. David Harper and Bob Kent from PVD will be in attendance as well. 

 

 We hosted another appraisal class in late May & will host a class in August as well. 

Hosting them here saves costs & time for our appraisers needing continuing education.   

 

 We’ve had 549 real estate sales in 2021 through May 31st, with 472 of those being home 

sales. The median sale price for homes was $189,500. The average sale price was 

$210,778. In addition there have been 122 building permits in 2021 through May 31st.  

 

 We have several Board of Tax Appeals (BOTA) cases currently docketed for trial. 

Pending cases include: Central National Bank (2019,2020), Emig (2019), Genesis (2020, 

2021), Hilton Garden Inn (2020), Holiday Inn-Campus (2021), Holiday Inn Express 

(2021), Home Depot (2020), Houston St Ballroom (2020, HyVee (2020), IHOP (2019), 

Leonardville Nursing Home (2019,2020), Icon (2020, 3 parcels), Little Apple 

Honda/Toyota (2020), Manhattan Marketplace (2020), Midtown Plaza (2020, Parkwood 

Hotel (2020, 2021), Target (2020, 2021), Walgreens (Anderson Ave, 2020, 2021), 

Walgreens (Bluemont Ave, (2020, 2021), Westloop (2020, 2021). 

 

Enclosures: 
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Updated: 6/1/2021 8:49 AM by Lisa Daily  Page 1 

 

 

PLANNING & DEVELOPMENT 
Staff Update 

 
 

 

Amanda Smeller 

Planning/Special Projects 

Director 

110 Courthouse Plaza 

Manhattan, KS 66502 

Phone: 785-537-6332 

 

 

STAFF REPORT 

  

  

FROM:   Amanda Smeller 

 

MEETING:   June 3, 2021 

  

SUBJECT:   Planning & Development - Staff Update 

 

PRESENTER: Amanda Smeller 

 

 
 

 

Enclosures: 
 PD June Update (PDF) 

 6 - June Staff Update (PDF) 
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Date:   June 3, 2021 
 
To:   Riley County Board of County Commissioners 
 
From:   Amanda Smeller, Planning & Special Projects Director 
 
Re:   Planning & Development May Staff Report 
 

 
Please see the attached project update spreadsheet for more details. 
 
May Accomplishments: 
 
 Land Development Regulations: Staff and consultant have held several meetings concerning 

final edits and formatting of the document. The graphics are finalized and the sub-
consultant is working on transitioning the document from Word to Abode InDesign. 

 NG911: Informational letter sent out to residents on unnamed private road off of Johnson 
Road.  

 Staff submitted the KDHE Solid Waste grant application for the proposed battery recycling 
educational outreach program.  

 Staff and consultants held an informational meeting for the Keats sewer district in Keats on 
May 27, 2021. The meeting was well attended, and we were able to provide an update as to 
the current status of the project, funding sources, and next steps.  

 Planning/Fire/Public Works coordination meeting was held on May 26.  
 Planning Board held a meeting on May 10 to review the following: 

o A Residential Use Designator – Extraneous Farmstead and the Concurrent Plat for 
Kraemer Addition. 

o The Final Plat of University Park Unit 13. 
o The Kansas Department of Transportation’s Rezone request from “Agriculture” to 

“Light Industrial.”  
o The Rezone request for Daniel Sharp’s two tracts of land from “Agriculture” to 

“Single Family Residential 4” and subsequent Final Plat of Little Valley Addition Unit 
3.  

o The Comprehensive Plan annual review.  
 Permits issued: 

o Building/floodplain development permits: 6 
o Preliminary approval environmental health permits: 18 
o Final/use environmental health permits: 10 

 Held several pre-application conferences:  
o Conditional Use for two separate borrow pits 
o Conditional Use for a limestone quarry 
o Conditional Use for a solar farm 

PLANNING & DEVELOPMENT 
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o Special Use for a commercial solar energy conversion system 
o Variance for a front yard setback 
o Variance for a floodplain development permit 
 

Upcoming in June: 
 

 Letters will be sent to Johnson Road property owners with proposed new road name and 
address. 

 The Riley County Planning Board/Board of Zoning Appeals will hold their next meeting on 
June 14, 2021 to review the following: 

o A request by Greg and Theresa LLC to modify an existing borrow pit Conditional Use. 
o A Conditional Use request by the City of Manhattan for a borrow pit. 
o A Conditional Use request by Rockin Kansas for a limestone quarry. 
o A Replat request by Zahners to combine lots 122, 123, and 124 of University Park.  

 
Further Upcoming: 
 

 Issue Request for Proposals for new electronic permitting system.  
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Planning and Development

Staff Update 

May 28, 2021

Projects Staff Status Task Start Date Request to 

Prosecute

Deadline

Long Range Planning

Total regulation rewrite Amanda Smeller, Bob Isaac & 

Steve Higgins

Public review drafts of all Articles completed. Received 

final edits of illustrations.

Work with consultant to migrate document into 

InDesign (software).

5/1/2016 6/30/2021

MPO Technical Advisory Committee Amanda Smeller Last meeting completed Attend next meeting 1/16/2013 7/7/2021

Keats Sewer District Amanda Smeller & Perry Piper Informational meeting held 5/27/21. Seeking alternative funding.  Income survey to be 

performed in early June.

11/1/2014 12/31/2021

Sewer agreement for County shop area Amanda Smeller & Perry Piper Met with City staff to discuss report and agreement.  City 

staff analysis reveals that the sanitary system has adequate 

capacity for the proposed development area.

Wait on City and County Counselors to draft 

agreement.  Investigate water options.  Update BOCC 

on process.

2/1/2014 TBD

NG911 - Private Road Naming Amanda Smeller & Lisa Daily Committee met on 1/26/21 and decided to present new 

commissioners with background on NG911 private road 

naming project.  Will gather information and meet again. 

BOCC presentation on 2/25/21 completed. BOCC approved 

committee to proceed on with project and allow more 

notification time to property owners.  Committee choose to 

move forward with next item on priority list, Johnson Road.  

Prenotification letters were mailed certified on 5/24/21.

Follow up in 30 days with letter providing suggected 

road name and readdressing.

8/1/2015 6/24/2021

Develop Riley County - historic land use changes in 

Wildcat Creek Watershed

Steve Higgins Information gathering from NASA complete for report. 

Report has been finalized. Waiting for end product. 

Present report to all participating entities. 6/1/2020 9/1/2021

Regulations

Manhattan Unified Development Ordinance Bob Isaac & Amanda Smeller Reviewed UDO subdivision regulations and met

with City staff to discuss modifications.

Await revised draft from City. 4/11/2011 TBD

Grants

Keats Sewer District Amanda Smeller Awaiting on income survey results for the CDBG and 

USDA grants

Perform income surveys in early June. TBD TBD

CDBG-CV Amanda Smeller & Lisa Daily Grant awarded for meal program and job retention program. 

Applications have been received for both programs. Grant is 

coming to a close and there is remaining funds.

Contact previous applicants to provide additional 

funding on job retention and contact school and church 

meal programs.

7/27/2020 6/30/2021

Current Planning

Blecha - Final Plat Bob Isaac BOCC approved final plat. Roads need to be constructed to county standard and 

file plat. Obtain signatures from County Counselor and 

County Engineer.

1/4/2021 3/18/2022

KDOT - Rezoning Bob Isaac BOCC appoved Publish resolution 3/18/2021 6/3/2021

Kraemer - RUD & Plat Bob Isaac BOCC approved File plat 3/18/2021 6/30/2021

Friedrich - Replat Bob Isaac BOCC approved File plat 3/29/2021 6/30/2021

Sharp - Plat, Replat & Rezone Bob Isaac BOCC appoved Publish resolution 3/29/2021 6/32021

Zahner - Replat Bob Isaac NOPH published Contact RCPB hearing 4/28/2021 6/14/2021

Rockin Kansas - Conditional Use Bob Isaac NOPH published Conduct BZA hearing 4/28/2021 6/14/2021

City of Manhattan - Conditional Use Bob Isaac NOPH published Conduct BZA hearing 5/3/2021 6/14/2021

Greg and Theresa LLC - Conditional Use Bob Isaac NOPH published Conduct BZA hearing 5/3/2021 6/14/2021

Permits

21-0072-OSPE  Fasse Perry Piper Application received and entered into LAMA. Await property owner to complete soil profile. 3/19/2021 7/1/2021

21-0076-OFLD  Mertz Steve Higgins Application received and entered into LAMA. Property owner to complete variance request. 3/26/2021 7/12/2021

21-0100-OFLD Nielson Steve Higgins Application received and entered into LAMA. Awaiting information from DWR. 5/6/2021 6/15/2021

21-0103-XAGB Larson Steve Higgins & Perry Piper Application received and entered into LAMA. Contacted 

property owner to pump septic tank. Property owner 

explained the permit is actually for the renter.  Property 

owner said they want to withdraw the permit.  

Environmental Health Specialist explained since the tank has 

not been pumped in the last 5 years it would still have to be 

pumped.

Await pumping report 5/11/2021 6/15/2021

21-0104-OFLD Pottorff Steve Higgins Application entered into LAMA.  Fees was collected on 

5/21/2021.

Issue permit. 5/10/2021 6/16/2021

Unpaid Fees

L20AIR-0113 HMH LLC Craig Cox Inspection of the Alternative Private Wastewater System 

completed on 12/10/20. Repairs completed and re-inspected 

on 1/15/21.  Inspection fee of $100.00 and Re-inspection 

fee of $75.00 have not been paid by the property owner. 

Tried reaching property owner by telephone but no response.

Referred to Counsel for collection. 4/29/2021 TBD

Complaints

Property Maintenance Code Violations

Kilner - Unsafe structure Craig Cox Remove materials not needed from highway ROW and store 

needed materials per regs by March 15, 2021. March 15, 

2021 site inspection Mr. Kilner completed foundation with 

siding, staining and back fill. Foundation in compliance. 

Remove materials not needed from ROW fence not 

complete.  Mr. Kilner needs to remove materials not needed 

from ROW fence and remove inoperable veicles by May 4, 

2021. Mr. Kilner did not complete taskes assigned by the 

May 4 deadline.  Filing a motion to appear and show cause 

with District Court.

Monitor contempt compliance. 8/18/2016 6/10/2021

21-0025 US Bank National Association - Dangerous 

Structure

Steve Higgins Notification Letter mailed Await response from property owner. 4/27/2021 6//2021

Hermesch - Unsafe structure Clancy Holeman Counselor met with P&D staff for Property

Maintenance Code application.  Photos of property taken.

Counsel put property in 2018 tax case for 2014 & 2015 

delinquent taxes.

11/24/2015 TBD

Zoning Violations

Doyle - Illegal mobile home storage (Mobile 

Gardens) Violation #10-0050

Craig Cox Staff conducted site visit on 6/25/18. Owner agreed to 

obtain repair permit,  reconfigure to two bedrooms only and 

test septic system with report to staff.

Staff will issue permit upon verification of agreed upon 

alteration and verification that the septic system is 

functioning properly. Conduct another site visit upon 

notification from owner.

12/17/2010 4/17/2012 TBD

Doyle - Illegal salvage at residence Violation #05-

0007

Craig Cox Counsel and staff conducted site visits on 6/25/18 and 

7/20/18. Mr. Doyle removed 600 tires and 3 mobile homes. 

March 19, 2021 conference with Mr. Doyle. He agreed to 

remove vehicles from the property. Set site visit for May 4, 

2021.  Mr. Doyle has moved about 90% of the tires and 

multiple vehicles to a staging area across from his residence 

for a salvage company to pick up, and will continue with this 

method.  Next site visit 08.11.2021.

Counsel to meet with staff to discuss prosecution. 4/15/2013 5/1/2014 8/11/2021

Zeller/Thomas - Illegal sign Craig Cox Owner has limited signage to MHK Airport (governmental 

entity).

Counsel to schedule meeting with staff to discuss case 

status.

12/1/2011 9/27/2012 6/16/2021

Kilner - Unsafe structure Craig Cox Remove materials not needed from highway ROW and store 

needed materials per regs by March 15, 2021. March 15, 

2021 site inspection Mr. Kilner completed foundation with 

siding, staining and back fill. Foundation in compliance. 

Remove materials not needed from ROW fence not 

complete.  Mr. Kilner needs to remove materials not needed 

from ROW fence and remove inoperable veicles by May 4, 

2021. Mr. Kilner did not complete taskes assigned by the 

May 4 deadline.  Filing a motion to appear and show cause 

with District Court.

Monitor contempt compliance 8/18/2016 6/10/2021
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Planning and Development

Staff Update 

May 28, 2021

Projects Staff Status Task Start Date Request to 

Prosecute

Deadline

19-0017 Engert - Illegal salvage Craig Cox Mr. Engert was served with summons and petition on 

September 19, 2019. Answer date was October 10, 2019. 

Failed to answer.  Property eligible for 2020 tax auction. 

Case dismissed.

Inform new buyer of existing violations. 10/4/20218 Dismissed 1/8/2020

20-0063 - Satterlee: Inoperable vehicles and campers Steve Higgins Determined to be a violation. Notification letter sent. 

Property owner agreed to abate by 1/1/2021. Working with 

property owner.

Monitor progress. 9/16/2020 TBD

20-0065 Caley - City of Riley illegal fill in a 

floodplain 

Steve Higgins Property owner has applied for DWR permit. Waiting on DWR to issue permit. 12/2/2020 6/15/2021

20-0077 - Scott - Illegal salvage operation in 

residential zoning

Steve Higgins Inspection completed and sent notification letter to property 

owner. Met with property owner on site and will be 

removing some items by 3/1/2021. 

Mointor progress. 12/8/2020 6/15/2021

20-0079 Miller - Illegal auto repair and salvage 

operation  1382 Pillsbury Dr

Steve Higgins Inspection completed and sent notification letter to property 

owner. Property owner is making progress but no contact. 

Staff met with property owner and agreed to provide a plan 

to abate violations by 1/29/2021. Final notice of violation 

sent to property owner. Sent violation, final notice, property 

owner met with staff and agreed to provide a plan to abate 

the violation. No respone or plan received.

Send request to prosecute to Deputy County Counselor. 12/8/2020 6/15/2021

20-0087 Miller - Illegal auto repair and salvage 

operation 1420 Pillsbury Dr

Steve Higgins Inspection completed and sent notification letter to property 

owner. Property owner is making progress but no contact. 

Staff met with property owner and agreed to provide a plan 

to abate violations by 1/29/2021. Final notice of violation 

sent to property owner. Sent violation, final notice, property 

owner met with staff and agreed to provide a plan to abate 

the violation. No respone or plan received.

Send request to prosecute to Deputy County Counselor. 12/21/2020 6/15/2021

20-0090 Fishgill LLC - Illegal auto repair and salvage 

operation

Steve Higgins Inspection completed and sent notification letter to property 

owner. Property owner wants an extension to remove tenant.  

Vehicles being removed. Sent notice of violation. No 

response.

Send final notice. 12/22/2020 6/15/2021

L21MHP-0004 TDJ Stables Steve Higgins, Perry Piper & 

Craig Cox

Renewal applications and fees received. License can't be 

issued until property is compliance sanitary code.

Counsel to schedule staff meeting with Mr. Jones to 

discuss resolution.

11/20/2020 7/8/2021

21-0018 Greg and Theresa LLC - non compliance 

with Excavation License

Steve Higgins Notification letter sent to license holder. Property owner is 

working to abate the violation. KDHE has an open case for 

discharge of industial waste at the prperty.

Await response from property owner. 4/6/2021 6/15/2021

21-0019 Britt - non compliance in flood hazard 

area/floodway

Craig Cox Notification letter sent to property owner. Referred to legal 

counsel.

Court case 6/3/2021 4/6/2021 6/15/2021

21-0023 Nelson - Non-permitted use of a commercial 

business in "AG" district

Steve Inspection completed and sent notification letter to property 

owner. Property owner called. Agreed to abate violation. 

Monitor progress. 4/19/2021 6/15/2021

21-0024 Flores - Filling floodway without permits Steve Higgis Notification Letter mailed Await response from property owner. 4/20/2021 6/15/2021

Sanitary Code Violations

21-0020 Kimball - lagoon fencing not completed Perry Piper Notice of Violation sent. Fencing completed. ABATED 4/15/2021 4/27/2021

TDJ Stables - illegal repair Perry Piper & Craig Cox Property owner applied for repair permit and made repairs 

himself and is not a licensed installer.

Counsel to schedule staff meeting with Mr. Jones to 

discuss resolution.

4/7/2020 7/8/2021

20-0082 Carroll - failed septic tank Perry Piper & Craig Cox Contacted from an installer to come review the site. Failed 

septic tank was discovered. Counsel has advised 

Environmental Health Specialist to work with new property 

owner. Homeowner has attorney involved, referred back to 

legal.

Await Counsel to send letter to property owner. 9/25/2020 7/21/2021

21-0001 Zieber - failed alternative system Perry Piper Notice of Violation sent.  Property owner has contracted 

with Cat Cans to do repair. Repairs have been done.

Await contractor too add more dirt. 1/6/2021 6/15/2021

21-0022 Goss/Masterson - undersized lagoon Perry Piper Violation determined. Send notification letter. 4/14/2021 6/4/2021
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Updated: 6/1/2021 2:18 PM by Whitney Phebus  Page 1 

 

 

COUNTY ATTORNEY'S OFFICE 
Personnel 

 
 

 

Barry Wilkerson 

County Attorney 

105 Courthouse Plaza 

Manhattan, KS 66502 

Phone: 785-537-6390 

 

 

COMMISSION AGENDA REPORT 

  

  

FROM:   Barry Wilkerson, County Attorney 

 

MEETING:   June 3, 2021 

  

SUBJECT:   Request to fill open position - Office Manager 

 

PRESENTER: Barry Wilkerson, County Attorney 

 

 
 

BACKGROUND 
Whitney Phebus, Office Manager, will separate from employment effective 6/18/21. The 

department would like to fill the position, as described in the attached position description, in 

order to meet the responsibilities for the Riley County Attorney's Office. 

 

DISCUSSION 
 

 

FISCAL IMPACT 
No fiscal impact - this position is included in the 2021 budget. 

 

RECOMMENDATION(S) 

Move to approve and sign the position action form for the Office Manager.   
 

POSSIBLE MOTION(S) 
Move to approve 

 

Move to deny 

 

Move to modify 

 

Move to table 
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Action Item (ID # 10883)  Meeting of June 3, 2021 

 

Updated: 6/1/2021 2:18 PM by Whitney Phebus  Page 2 

 

No action required. 

 

The Board agreed by consensus to  

 

 

Enclosures: 
 2021-06 Atty Office Manager (gold) (PDF) 

 County Attorney Office Manager Position Description (PDF) 
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Updated in 2015 

RILEY COUNTY, KANSAS JOB DESCRIPTION 

 

Job Title:  OFFICE MANAGER 
 

Department:  County Attorney         Division:   

Reports To:    County Attorney                    

Pay Grade:      N                           

FLSA Status:  Non-Exempt    Status:  Full Time 

 
 

Position Summary:  To provide the County Attorney and the Assistant County Attorneys with technical 
office skills to coordinate and oversee office procedures and to assist in the preparation for and 
prosecution of criminal, juvenile, child-in-need of care, and mental illness cases in the District Court. 
 

Essential Functions: 

 Supervise and assist support staff daily with questions and inquiries; ensure their tasks are being 
performed in accordance to policy. 

 Meet with attorneys on a regular basis for the purpose of discussing calendar planning/coverage 
and policy adherence. 

 Maintain prosecutor database to include entering new forms, changing existing forms, drop down 
selections, statute table and charging language. 

 Review current procedures on a regular basis offering recommendations to the County Attorney 
to implement change. 

 Respond to KBI background checks within 8 hours of receipt; respond to Attorney General’s 
Abuse and Neglect report within 3 days; assist Riley County Police Department with dispositions 
and evidence questions. 

 Manage office paperwork: prepare and transmit bi-weekly payroll, generate required forms for 
hiring personnel, compile information to aid in annual budget preparation, prepare monthly 
budget reports for County Attorney. Disseminate County policy information to County Attorney 
staff to include pay scale, insurance and meetings with vendors. 

  

 Act as liaison between the County Attorney and other departments, agencies, officials and 
committees as directed by County Attorney. 

 Answer telephone & assist the public 
 

NOMINAL FUNCTIONS: 
As directed by County Attorney or Assistant County Attorney. 
 

POSITION REQUIREMENTS: 

Education:   High school graduate or equivalent.  One year of post high school training. 
 

Certificate(s)/License(s):   

 

Experience: Four years legal secretary experience. Any combination of experience, education or 
training which provides the following knowledge, skills and ability: knowledge of criminal and civil legal 
system; knowledge of procedures in the District Court System and Riley County Police Department as 
they relate to the Riley County Attorney’s Office; knowledge of required language for court documents; 
knowledge of Kansas Statutes and case law; knowledge of legal terminology; ability to use discretion 
regarding confidential material and to understand the legal code of ethics; ability to establish and 
maintain effective working relationships with associates and the public; knowledge of personal 
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computers including word processing, spreadsheets, and other computer software. 
  

Skills:  Typing speed of 65 wpm. Basic bookkeeping skills. Ability to communicate effectively, orally and 
in writing. Ability to defuse high pressure, conflicting situations and maintain order.  Ability to draft letters 
and legal documents. Ability to organize and prioritize. 

 

Supervisory Control: Duties are performed regularly exercising discretion and independent judgement. 
County Attorney or Assistant County Attorney provides general direction. Priorities and deadlines are 
determined by policies, statutes, or in consultation with the Attorneys. Documents are reviewed by 
Attorneys for completeness and accuracy. Employee may develop own work sequences within 
established procedures, methods and policies.  

 

Supervisory Responsibility: Provides leadership to office staff members. When requested, 
trains, schedules, and reviews the work of the Legal Secretary and Receptionist positions. 
Monitors the general operation of the department in the absence of the County Attorney or 
Assistant County Attorneys. This position may also have limited administrative responsibility such 
as providing information to be used during the evaluation of work performance of staff members. 

 

Guidelines: Guidelines consists of Kansas statutes, case law, criminal law procedures; rules of the 
Riley County District Court and its policies and procedures; Riley County Police Department policies and 
procedures; Riley County Personnel Policies and Procedures; Kansas Court of Appeals rules, policies 
and procedures; Kansas Juvenile Justice Policies and Procedures; Kansas Sentencing Guidelines; and 
established internal policies and procedures. 

 

Complexity: Work is of a standardized nature that may involve a variety of duties. Analytical thought 
becomes more important at this level due to increased data, responsibilities, and changing situations. 
Tasks usually have several steps, some of which may not be directly related. Alternatives may exist for 
processes or methods to be used in solving problems. Employee must exercise a moderate amount of 
independent judgment. Work is controlled by routine review and reporting to or consultation with 
Attorneys. When guidelines exist at this level, they tend to be more complicated or technical in nature 
requiring careful interpretation. 
 

Scope and Effect of Work: The position contributes to the overall smooth function of the County 
Attorney’s office and its mission. Critical job functions by other staff may not be completed satisfactorily 
without the effective performance of this position. Ineffective performance will negatively affect the 
quality of service provided by the office. 

 

Personal Contacts: KCDAA, KCJIS personnel, Attorney General’s Office, KBI, Kansas Sentencing 
Commission, District Court officials and staff, attorneys, County Commissioners, County Department 
Heads, Court Services staff, members of Law Enforcement agencies, victims, community corrections 
personnel, judges, SRS personnel, school personnel, civic organizations, the public, office equipment 
vendors, and other county personnel.  
 

Purpose of Contacts: The purpose of the contacts is to obtain, clarify, give, or screen established 
factual information, regardless of the type (i.e., easily understood or technical) within a well-defined 
relationship. Normal communication skills are required. Ability to defuse high pressure situations is 
critical.  
 

Physical Demands: The physical demands described here are representative of those that must be 
met by an employee to successfully perform the essential functions of this job.  Reasonable 
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accommodations may be made to enable individuals with disabilities to perform the essential functions. 
 
While performing the duties of this job, the employee is required to stand; walk; sit; use hands to finger, 
handle, or feel; reach with hands and arms; talk or hear.  The employee must regularly lift and/or move 
up to 10 pounds. Specific vision abilities required by this job include close vision, color vision. 
 

Work Environment: The work environment characteristics described here are representative of those 
an employee encounters while performing the essential functions of this job.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential functions. 
 
While performing the duties of this job, the employee is exposed to a moderate noise level in the work 
environment. There is moderate risk involved as the employee is potentially subject to verbal or physical 
abuse from disgruntled individuals. 
 

Recruiting Requirements: 
 
Any combination of experience, education or training which provides the following knowledge, skill and 
ability: knowledge of criminal and civil legal system; knowledge of procedures in the District Court 
System and Riley County Police Department as they relate to the Riley County Attorney’s Office; 
knowledge of required language for court documents; knowledge of Kansas Statutes and case law; 
knowledge of personal computers including word processing, spreadsheets, and other computer 
software. Typing speed of 65 wpm. Basic bookkeeping skills. Ability to communicate effectively, orally 
and in writing. Ability to draft letters and legal documents. Ability to organize and prioritize. 
 
 
Approved:                               Date:             
                  (Supervisor) 
 
The duties listed above are intended only as illustrations of the various types of work that may be performed.  The 
omission of specific statements of duties does not exclude them from the position if work is similar, related or a 
logical assignment of the position. 
 
The job description does not constitute an employment agreement between the employer and the employee and is 
subject to change by the employer as the needs of the employer and requirements of the job change. 
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