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Executive Summary

· The purpose of the study was to:
· Conduct a job analysis study to develop objective promotional selection procedures for Natural Resources Police Lieutenants
· Administered web-based survey to 13 SMEs:

· Maryland Department of Natural Resources (DNR)/Natural Resources Police (NRP)
· The task section comprised of 49 statements, each categorized into 7 core duty functions
· The KSAO section comprised of 61 statements, each categorized into 12 core competencies
· SMEs rated each task statement according to two different scales
· time spent (i.e., frequency)

· importance
· SMEs rated each KSAO according to three different scales
· expected upon entry 
· trouble likely 
· superior versus average workers 
· 61.50% Lieutenants (average years in rank = 5.56)
· 38.50% Captains (average years in rank = 6.90)
· 100.00% male respondents   
· 92.30% were White 
· 7.70% were Black or African-American
· Results found:

· Interrater reliabilities and agreement were highest for: 

· Duty 2 (Supervision)
· Duty 3 (Investigation)
· Duty 6 (External Relations)

· Competency 1 (Department Policies and Procedures)
· Competency 2 (Relevant Laws)
· Competency 3 (Administration and Management)
· Competency 5 (Oral Communication)
· Competency 6 (planning and organization)
· Competency 11 (Leadership)
· Internal consistency reliabilities were relatively low for duties 3 (Investigations), 4 (Legislation and Policy Development) and 6 (External Relations)  

· Reliabilities were sufficiently high for all competencies, with the lowest reliabilities belonging to competency 3 (Administration and Management), 5 (Oral Communication) and 12 (Other Competencies)

· Given the relatively small rater sample size (N = 13), inaccuracies in reliability and agreement may exist

· Average ratings were computed for each KSAO, and the overall percentage of tasks linked to each KSAO  
· Totals were significantly positively correlated with the overall percentage of tasks linked to KSAOs, and the KSAO expected-upon-entry and trouble likely ratings from the job analysis survey
· Cluster rankings resulted in the following ordered competencies, from most important to least: 
· (1) Written Communication
· (2) Planning and Organization
· (3) Decision-making
· (4) Leadership
· (5) Problem-solving
· (6) Department Policies and Procedures
· (7) Oral Communication
· (8) Interpersonal Relations
· (9) Relevant Laws 
· (10) Supervision
· (11) Other Competencies
· The Qualification Supplement measures areas in which the applicants are able to demonstrate past behaviors applicable to KSAO content areas:
· Written communication, planning and organization, decision-making, leadership, problem-solving, interpersonal relations, supervision and others
· The structured panel interview appropriately measures areas in which interviewees are able to demonstrate past behaviors and/or relevant current behaviors applicable to the structured interview content areas:
· Policies and procedures, laws, oral communication and others
· Conclusions and Recommendations: 

· Utilize the finalized assessments as described
· Candidates evaluated by their responses on the QS 

· Next, top candidates should be interviewed as appropriate
· The scoring protocols should be followed as directed in the instructions for each method

· Content validity has been demonstrated given the updated job analysis and task-KSAO linkages
· It is recommended that DNR/NRP evaluates adverse impact of the assessments, as to ensure fair selection procedures
I. Background

A. Classification Title(s) and Code(s): 
Natural Resources Police (NRP) Lieutenant (0027)
B. Study Conducted by:

David Morgan, Personnel Officer II


Department of Budget and Management

Office of Personnel Services and Benefits

Recruitment and Examination Division

Room 608





301 West Preston Street
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C. User, Location and Dates:

1. Agencies in which positions exist: 
Maryland Department of Natural Resources (DNR)
2. Number of positions: 
As of 8/13/2008: 14 total positions, with 1 vacancy in Wicomico County.
3. Dates and chronology of study:

Project Assigned – 7/14/2008
Closing Date for Recruitment – N/A
Job Analysis Completed – 8/30/2008
Test Development Focus Groups Conducted – 7/23/08, 8/29/08
Date(s) of Exam – N/A
List of Eligibles – N/A
Project Report Completed – 9/30/08
Days Expended from Assignment to Completion – 82
D. Overview:  
1. Problem and setting: The purpose of this study was to develop a reliable and valid qualification supplement and structured panel interview for NRP Lieutenant promotional testing, in which adverse impact is minimized to the greatest extent possible given practical considerations.  The most recent project report for this recruitment was completed in 2002.  For this reason, it was necessary to conduct an up-to-date job analysis, and re-develop the selection instruments requested by DNR/NRP personnel. 

2. Description of existing selection instrument and use: The current selection instruments include a qualification supplement (QS) and a structured oral interview.  The QS taps six core work behaviors, and the interview consists of 3 subject matter experts (SMEs) and a monitor from DNR Human Resource Services (HRS).  The selection procedure weights are converted such that the QS accounts for 75% of the overall score, and the interview accounts for 25%.
E. Investigation of Alternative Methods: 
1. Identification and description of alternative procedure(s) investigated: The 
job analysts, along with NRP administrators, discussed the possibility of 
alternative assessment procedures, including the previously administered in-

basket technique as used in 2000, which assessed knowledge, skills, abilities 

and other characteristics (KSAOs) required for successful job performance 

through activities focusing on written and oral communication, queuing ability, 

etc.  NRP personnel expressed the desire only to develop a new QS and 
structured panel interview for the purpose of promoting qualified candidates to 

NRP Lieutenant.
II. Procedure
A. Recruitment and Qualifications Review Summary: 
1.  Job specification: The Maryland Department of Budget and Management’s (DBM) Office of Personnel Services and Benefits (OPSB), Division of Classification and Salary (CAS), is responsible for developing and maintaining a uniform job classification system.  This includes conducting and revising job analyses for job classifications within the State Personnel Management System (SPMS).  NRP Lieutenant falls into the SPMS category and, therefore, its minimum qualifications, KSAOs, and general work activities are determined by CAS and placed into an SPMS job specification.  The last revision of the job specification was 2/25/2003.  The minimum qualifications are as follows:

· High School diploma or G.E.D. certificate acceptable to the Maryland State Board of Education as described in the Police Training Commission regulation.

· One year of supervisory experience as a commissioned natural resources law enforcement officer.
The NRP Lieutenant (0027) job specification sheet is presented in its entirety in Appendix B.
B. Job Analysis:

1.   Task and KSAO statements: A holistic approach was employed to generate task and KSAO statements.  The U.S. Department of Labor’s Occupational Network (O*NET) was referenced, as well as previous job analyses reports, dated December 1984 and May 2002.  These reports can be found as addenda to this project report.  In addition, the job specification developed by CAS and several State of Maryland Position Descriptions (MS-22s) were also utilized as initial task and KSAO statement resources.  
On July 23, 2008, seven SMEs, along with two DBM/RED analysts met to discuss the tasks and KSAOs identified by the research.  Common tasks and KSAOs were added, revised or filtered out of the final list of statements.  SME background information, the job analysis sign-in-form, and MS-22s are attached as addenda.
2.   Survey development: After task and KSAO statements were generated, a job analysis questionnaire was developed.  The survey was divided into 3 main sections—one for task statements, one for KSAO statements and one for demographic information.  The survey was administered online using SurveyMonkey.com—two weeks were allotted for completion.  The survey is attached in its entirety as an addendum to this report.
Task and KSAO sections were aggregated into broader categories.  The task section comprised of 49 statements, each categorized into 7 core duty functions.  The duties are as follows: Administration and Management, Supervision, Investigations, Legislation and Policy Development, Training, External Relations, and Other.  The KSAO section comprised of 61 statements, each categorized into 12 core competencies.  The competencies are as follows: Department Policies and Procedures, Laws, Administration and Management, Written Communication, Oral Communication, Planning and Organization, Supervision, Problem-solving, Interpersonal Relations, Decision-making, Leadership and Other.

Lastly, general demographic information items were included as an optional portion of the questionnaire.  SMEs were assured in the direction that the information would be used only for the purposes of having a representative sample, and the results would only be presented in aggregate form.  Background information such as name, rank, length of time in rank, region, gender and race/ethnicity was included.
3.   Rating scales: The requirements of which rating scales to use for a job analysis are set forth by the U.S. Equal Employment Opportunity Commission (EEOC).  In their publication, Uniform Guidelines on Employee Selection Procedures (UGESP), the EEOC outlines selection procedures used among public and private employers, in accordance with applicable legal and validation standards.    
In relation to the work behaviors, duties, or tasks and their ratings, the Guidelines state in section 15B[3] that in conducting a job analysis, “…a complete description of the work behavior(s) or work outcome(s), and measures of their criticality or importance should be provided.”  The Guidelines continue to state that “the report should describe the basis on which the behavior(s) were determined to be critical or important, such as their proportion of time spent on the respective behaviors, their level of difficulty, their frequency of performance, the consequences of error, or other appropriate factors” (UGESP, 1978).  As for the statements in this inquiry, the frequency and importance ratings were used, therefore demonstrating compliance with EEOC’s Guidelines. 
For the first section, the SMEs were to read each task statement and rate it according to two different scales.  The first scale was relative time spent (i.e., frequency), which asked the SMEs to rate how much time the incumbents spent performing each specified task.  The second scale—importance—asked SMEs to rate how important each task was in relation to acceptable performance on the job.
The number the raters selected for each rating scale was the one that most closely represented their expert opinion.  The relative time spent and importance task rating scales were anchored from 0-4.  A respective rating of 0 indicated no time was spent on the task and it was not important for acceptable performance on the job; however, a respective rating of 4 indicated the task was frequently performed, and it was crucial to acceptable performance on the job.  
The second section of the questionnaire asked the SMEs to rate the KSAOs in a similar fashion as the task statements, according to three different scales.  The expected upon entry scale required SMEs to rate whether the KSA or O was expected upon entry to the job, while the trouble likely scale ask how much trouble was likely to result if the KSA or O is ignored at selection.  There was also a relationship to successful performance scale that examined how superior workers differ from others in the amount of each KSAO they possess.  Such a scale is especially useful for future training purposes.  The expected upon entry, trouble likely and superior versus average worker KSAO rating scales were also anchored from 0-4.  A respective rating of 0 indicated possession of the KSAO is trivially or not expected upon entry, not related to satisfactory job performance and superior workers to not differ in the amount of each KSAO they posses; however, a respective rating of 4 indicated that full possession of the KSAO was expected upon entry to the job, trouble was likely to result if ignored in selection, and superior workers possessed much more of the KSAO than other workers.  
4.   Sample: Thirteen SMEs responded to the survey.  A total of 61.5% of the respondents help the rank of Lieutenant, and 38.5% were Captains.  The average amount of years in rank for Lieutenants was 5.56, and for Captains, the average was 6.9 years.  The sample was made up of male respondents only.  Of those who indicated race/ethnicity, 92.3% were White and 7.7% were Black or African-American.
5.   Linkage development: SMEs again met with two job analysts from DBM/RED to discuss the results of the job analysis survey, and provide input on linkages between the final task and KSAO statement list.  This was done by asking the SMEs to link KSAOs needed to perform each task.  An electronic Excel linkage matrix spreadsheet was developed by the analysts for this purpose. 

III.  Results 


A.  Analyses:
1.  Rater Characteristics: Interrater reliability (ICC) and interrater agreement (rwg) were examined.  Interrater reliability is the “degree to which the ratings of different judges are proportional when expressed as deviations from their means” (Tinsley & Weiss, 1975, p. 359).  Interrater agreement is the “extent to which the different judges tend to make exactly the same judgments about the rated subject” (Tinsley & Weiss, 1975, p. 359).  Examining rater characteristics is important, in order to locate discrepancies in ratings based on relative ordering and/or absolute values.   
Reliability of the raters was assessed by aggregating raters’ average task (importance scale) and KSAO (expected-upon-entry scale) ratings in SPSS software.  Similarly, agreement of the raters was assessed by aggregating raters’ average task (importance scale) and KSAO (expected-upon-entry scale) ratings into a customized Excel program.  In terms of duty ratings, interrater reliabilities and agreement were highest for duty 2 (Supervision), ICC = .81, rwg = .85; duty 3 (Investigation), ICC = .95, rwg = .83; and duty 6 (External Relations),ICC (with two raters deleted) = .83, rwg = .91.  In terms of competency ratings, interrater reliabilities and agreement were highest for competency 1 (Department Policies and Procedures), ICC = .94, rwg = .92; competency 2 (Relevant Laws), ICC (with two raters deleted) = .94, rwg = .93; competency 3 (Administration and Management), ICC = .93, rwg = .87; competency 5 (Oral Communication), ICC = .90, rwg = .92; competency 6 (planning and organization), ICC = .92, rwg = .92; and competency 11 (Leadership), ICC = .85, rwg = .96.
It should be noted that reliability and agreement ratings should be considered somewhat liberally in the application of these results.  Given the relatively small rater sample size (N = 13), inaccuracies in reliability and agreement may exist.  Furthermore, for duties or competencies which include fewer than 3 or 4 tasks/KSAOs, the results should also be considered somewhat liberally.  Nonetheless, the statistics presented here serve as a warranted back-up, or evidence  of content validity of the constructs measured by the final assessment procedures.  Appendix C includes interrater reliability and agreement indicators for each duty and each competency.
2. Tasks and KSAOs: Descriptive statistics were analyzed to determine the important tasks and expected upon entry KSAOs.  These descriptive statistics for individual task and KSAO means are displayed in Appendices D and E, respectively.  The tasks and KSAOs shown were above the established cut-off—an a priori standardized cut-off mean of 1.7 was used to identify important tasks and relevant expected-upon-entry (i.e., test-worthy) KSAOs.  

As previously mentioned, tasks were consolidated into 7 duties, and the KSAOs grouped into 11 competency labels, for supplementary parsimonious analyses.  Reliabilities (Cronbach’s alphas) were examined for each duty (importance scale) and KSAO averages (expected-upon-entry and trouble likely scales) to measure internal consistencies.  Respective reliabilities were as follows for duties 1-7: .92, .75, .02, .05, .79, .65, and .76.  Internal consistencies were relatively low for duties 3 (Investigations), 4 (Legislation and Policy Development) and 6 (External Relations).  Respective reliabilities (expected-upon-entry/trouble likely) for each of the 12 competency labels were as follows: .92/.88 (2EU deleted), .79/.95, .70/.70, .85/.92, .75/.83 (18EU and 20EU deleted), .91/.85, .86/.77, .77/.88 (26EU deleted), .88/.83, .84/.96, .94/.88, and .82/.77.  Reliabilities were sufficiently high for all competencies, with the lowest reliabilities belonging to competency 3 (Administration and Management), 5 (Oral Communication) and 12 (Other Competencies).  It is important to reference once again the relatively small sample size (N = 13), which can substantially reduce otherwise high reliabilities, due to variance inflation.  Chronbach’s alpha reliabilities are reported in Appendix F.     

3.   Linkages:  A focus group which consisted of 6 Lieutenant SMEs from various

regions of the State  was assembled, to allow SMEs to provide linkage ratings between the tasks and KSAOs extracted from the job analysis survey.  Raters were provided with an electronic spreadsheet, and instructed to rate each possible task/KSAO linkage according to a 3-point scale.  The scale is as follows: 0 = Not Relevant (the KSAO is not need to perform the task), 1 = Helpful (the KSAO is helpful in performing the task) and 3 = Essential (the KSAO is essential to the performance of the task).  Significant linkages were deemed to be present for all ratings of 1.5 or above in the matrix.  Relevant KSAOs and their corresponding linked tasks are displayed in Appendix G.
Average rating totals were generated for each KSAO, as well as the overall percentage of tasks linked to each KSAO.  KSAOs were ranked based on their average rating totals—these rankings are displayed in Appendix H.  The totals were significantly positively correlated with the overall percentage of tasks linked to KSAOs, and the KSAO expected-upon-entry and trouble likely ratings from the job analysis survey.  This correlation matrix is viewable in Appendix I.  Next, for each KSAO cluster, an average rating total was generated by summing the averages of KSAO within that cluster and dividing by the number of KSAOs within the cluster.  Doing this allows for evidence of essential competencies, ranked according to average KSAO ratings.  Ranking the clusters using such a method results in the following ordered competencies, from most important to least: (1) written communication, (2) planning and organization, (3) decision-making, (4) leadership, (5) problem-solving, (6) department policies and procedures, (7) oral communication, (8) interpersonal relations, (9) relevant laws (10) supervision and (11) other competencies. 
IV.  Assessments
      A.  Examination Development:
1.  Explicit description of selection instruments: NRP has requested that two selection instruments be used for assessing applicants of NRP Lieutenant promotional recruitments—a qualification supplement and a structured panel interview.  A brief review of each assessment is below.  
a.) A qualification supplement (QS; sometimes referred to as an application supplement) is an extension upon the State of Maryland Employment Application (MS-100).  This assessment method is a form of an evaluation of training and experience (T&E) in which candidates will answer specific questions about their job-related education and experience; therefore, information may be obtained with which to assess probable future work behaviors.  The advantage of a QS is that the candidates are able to supply more in-depth information about their exposure to job-related KSAOs.  The applicants’ responses to the questions are rated by one or more trained personnel via some sort of standardized QS scoring guide.  QSs are particularly good to use for jobs that require substantial written communication competencies and limited candidate pools from which to make hiring decisions, such as NRP Lieutenants.  
      b.) A structured panel interview is a process whereby interview questions are developed based on job analysis results, and all candidates are asked the same questions.  Candidate responses are compared to anchored rating scales by a panel of interviewers.  Questions may be technical, seek to tap past behaviors, or require responses to hypothetical situations.  Structured interviews are particularly good for jobs that require verbal communication competencies and limited candidate pools from which to make hiring decisions, such as NRP Lieutenants.  
2. Qualification supplement development: The content areas for the behavioral-based QS are geared toward tapping into the competencies that are necessary upon entry into the rank of Lieutenant—as well as essential for necessary performance in that rank—as demonstrated by the job analysis survey and task-KSAO linkage results.  The QS appropriately measures areas in which the applicants are able to demonstrate past behaviors applicable to QS content areas.  The QS content areas are presented in Table 1, below.
   Table 1: Qualification Supplement Examination Plan for NRP Lieutenants
	Content Area
	# of Items

	WRITTEN COMMUNICATION


	        1

	PLANNING AND ORGANIZATION


	1

	DECISION-MAKING


	1

	LEADERSHIP


	1

	PROBLEM-SOLVING


	1

	INTERPERSONAL RELATIONS


	1

	SUPERVISION


	1

	OTHER COMPETENCIES

	1

	                                                       Total Items
	8


          a.) Scoring guide:  The QS Scoring Guide was developed in such a way that it 

               parallels the QS in its content.  A “grouping method” format was selected as 
               the method of scoring because of its utility, ease and empirical relationship
               with reduced adverse impact.  Furthermore, the QS Scoring Guide comports

               with the banding procedures utilized by the State.  The QS Scoring Guide is 

               attached as an addendum to this report.
     5.   Structured panel interview development: The content areas for the structured panel interview are geared toward tapping into the competencies that are necessary upon entry into the rank of Lieutenant—as well as essential for necessary performance in that rank—as demonstrated by the job analysis survey and task-KSAO linkage results.  The structured panel interview appropriately measures areas in which interviewees are able to demonstrate past behaviors and/or relevant current behaviors applicable to the structured interview content areas.  The structured interview content areas are presented in Table 2, below.
Table 2: Structured Panel Interview Examination Plan for NRP Lieutenants
	Content Area
	# of Items

	POLICIES AND PROCEDURES
	2

	RELEVANT LAWS 
	2

	OTHERS (INFORMATIONAL)
	1

	ORAL COMMUNICATION
	1

	                                                       Total Items
	6


      4. Final examination review: The drafts of the QS/QS Scoring Guide, Structured
          Panel Interview/Structured Panel Interview Candidate Evaluation Form were 

          reviewed in two parts.  First, DNR personnel reviewed the assessments in 

          terms of content and scoring mechanisms; adding, changing or removing 

          content or formatting issues necessary for recruitment and examination 
          purposes.  Second, NRP Lieutenant SMEs were consulted one final time for 

          their input regarding the content of the assessment procedures.  SME sign-in 

          sheets and assessment approval forms are attached as addenda to this report.

      5. Use of the selection procedure:  In summation, DNR/NRP will want to utilize the 

          finalized assessments as described above, as they have been developed 

          specifically for intended NRP Lieutenant promotional recruitments.  The multiple 

          hurdle approach to selection should be the method used to implement the selection 

          instruments, i.e., candidates should first be evaluated by their responses on the 

          QS, which is designed to accompany the MS-100, and placed into their respective 

          qualification bands (Not Qualified, Qualified, Better Qualified and Best Qualified).  

          Next, top candidates should be interviewed as appropriate, and ranked according 

          to the Structured Panel Interview Candidate Evaluation Form.  It is recommended 

          that DNR/NRP evaluates adverse impact of the assessments, as to ensure fair 

          selection procedures.  The QS, QS Scoring Guide, Structured Panel Interview 

          Script, and Structured Panel Interview Candidate Evaluation Form are attached as 

          addenda.   
V.  Conclusions and Recommendations
Based on the previous analyses, the following general conclusions are warranted:

DNR/NRP may use the aforementioned assessment procedures, developed by DBM/RED, for NRP Lieutenant promotions.  The assessments are based on thorough job analysis procedures, task-KSAO linkages and SME reviews; therefore, content validity has been demonstrated.  The scoring protocols should be followed as directed in the instructions for each method.
Relevant duties identified by the job analysis included the following: Administration and Management, Supervision, Training, and Others.  In order to successfully perform these duties, a myriad of job competencies were identified as to be necessary upon entry into the job.  These competencies included: Policies and Procedures, Laws, Administration and Management, Written Communication, Oral Communication, Planning and Organization, Supervision, Problem-solving, Interpersonal Relations, Decision-making, Leadership, and Others.

Based on the task-KSAO linkages, it was found most appropriate to test for the following competencies: Policies and Procedures, Laws, Written Communication, Oral Communication, Planning and Organization, Supervision, Problem-solving, Interpersonal Relations, Decision-making, Leadership, and Others.  Logically, it seemed most appropriate to use the QS to test for KSAOs relating to Written Communication, Planning and Organization, Decision-making, Leadership, Problem-solving, Interpersonal Relations, Supervision and Others, as it allows for objective evaluation of T&E by permitting candidates to provide in-depth answers to specific questions about their job-related education and experience.  Similarly, the Structured Panel Interview seemed most appropriate to test for KSAOs relating to Policies and Procedures, Laws, Oral Communication, and Others, as questions to tap these KSAOs are more technical in nature.  
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Appendix A: Acronyms and Definitions

DBM

Maryland Department of Budget and Management

OPSB


Office of Personnel Services and Benefits

CAS



Classification and Salary Division
RED



Recruitment and Examination Division

DNR

Maryland Department of Natural Resources
HRS


Human Resource Services

ICC

Intraclass Correlation Coefficient (Interrater Reliability)

NRP


Natural Resources Police

EEOC

Equal Employment Opportunity Commission

KSAO

Knowledge, Skill, Ability or Other characteristic

MS-22

State of Maryland Position Description

MS-100
State of Maryland Employment Application

O*NET
U.S. Department of Labor Online Occupational Network

QS

Qualification Supplement

rwg

Interrater Agreement
SME

Subject Matter Expert

SPMS

State Personnel Management System

SPSS

Statistical Package for the Social Sciences

T&E

Evaluation of Training and Experience

UGESP
Uniform Guidelines on Employee Selection Procedures 
Appendix B: NRP Lieutenant (0027) Job Specification
I.
NATURE OF WORK:


A Natural Resource Police Lieutenant is one of four managerial levels of law enforcement work enforcing conservation, criminal, civil and boating laws, rules and regulations.  Employees in this classification directly supervise Natural Resources Police Sergeants and through them indirectly supervise natural resources police officers.


Employees receive general supervision from a Natural Resources Police Captain or other higher ranking officer.  Employees may be subject to call-in duty during emergencies and staffing shortages.  Employees may be required to work outdoors in all types of weather conditions and may be exposed to toxic fumes and other hazards.


Natural Resources Police Lieutenant is differentiated from Natural Resources Police Captain in that a Natural Resources Police Captain is responsible for the entire law enforcement operation in an assigned geographic region.  Natural Resources Police Sergeant functions as a first-line supervisor while a Natural Resources Police Lieutenant directly supervises Natural Resources Police Sergeants.

II.
EXAMPLES OF WORK:  (Examples are illustrative only)


Supervises Natural Resources Police Sergeants and through them other natural resources police officers and other employees;


Supervises the scheduling and coordination of staff efforts in the enforcement of laws, rules and regulations;


Assists in the preparation and management of a budget;


Assists in the preparation of short and long range plans;


Maintains records and prepares and reviews reports;


Reviews requests for supplies, materials and equipment;


Analyzes, recommends and implements new or revised operating policies;


Prepares and revises legislative bills and fiscal notes;


Trains and instructs police officers and other employees regarding policies, procedures and practices;


Performs other related duties.

III.
REQUIRED KNOWLEDGE, SKILLS AND ABILITIES:


Knowledge of personnel management practices;


Knowledge of conservation, criminal, civil and boating laws of Maryland;


Knowledge of agency policies, rules and regulations concerning natural resources police duties;


Knowledge of natural resources management principles, practices and methodology;


Knowledge of investigative techniques;


Knowledge of caring for and using firearms;


Ability to supervise;


Ability to plan, organize and direct the work of others;


Ability to respond to the general public in an effective and tactful manner;


Ability to prepare clear and accurate reports;


Ability to communicate effectively.

IV.
MINIMUM EDUCATION AND EXPERIENCE REQUIREMENTS:

Education:
High School diploma or G.E.D. certificate acceptable to the Maryland State Board of Education as described in the Police 

Training Commission regulation.

Experience:
One year of supervisory experience as a commissioned natural resources law enforcement officer.

Note:
The above education requirement is set by the Police and Correctional Training Commission in accordance with Article 41, Section 4-201.

V.
LICENSES, REGISTRATIONS AND CERTIFICATES:


1.   Employees in this classification must possess police officer certification as required by the Maryland Police Training Commission at the time of application.


2.   Employees in this classification may be assigned duties which require the operation of a motor vehicle.  Employees assigned such duties will be required to possess a motor vehicle operator’s license valid in the State of Maryland.

VI.
SPECIAL REQUIREMENTS OF THE CLASSIFICATION:

III. Selection standards for police officer certification are established by the Police 

and Correctional Training Commission in accordance with Article 41, Section 4-201 of the Annotated Code.  These selection criteria are listed in detail in the Code of Maryland Regulations Title 12, Subtitle 04, Chapter 01 and include the following:

U.S. Citizenship

Must be at least 21 years of age

A completed background investigation

Oral interview

Physical examination following offer of employment.



Possession of a driver’s license valid in the State of Maryland.

IV. Employees are subject to call 24 hours a day and, therefore, must be reachable 

at the employee’s residence by telephone or other means.

V. Employees in this classification may be required to bear firearms and to 

demonstrate practical knowledge and proficiency in the safe use and care of firearms on a periodic basis.

VI. Employees in this classification are subject to substance abuse testing in 

accordance with Code of Maryland Regulations 06.01.09, Testing for Illegal Use of Drugs.

VII. Employees in this classification may be subject to assignment in any area of 

the State.

Appendix C: Interrater Reliability and Interrater Agreement

	Duty (Importance Scale)

	Interrater 

Reliability

(ICC)
	Interrater 

Agreement

(rwg)

	1) Administration and  Management
	             .71**
	.97

	2) Supervision
	             .81**
	.85

	3) Investigation
	             .95**
	.83

	4) Legislation and Policy Development
	too few items
	.70

	5) Training
	             .79**
	.83

	6) External Relations
	             .83**
	.91

	7) Other
	             .89* 
	.67

	Competency (Expected Upon Entry Scale)


	1) Department Policies and Procedures
	             .94**
	.92

	2) Relevant Laws
	             .94*
	.93

	3) Administration and Management
	             .93**
	.87

	4) Written Communication
	too little variance
	.96

	5) Oral Communication
	             .90**
	.92

	6) Planning and Organization
	             .92**
	.92

	7) Supervision
	too little variance
	.81

	8) Problem-solving
	             .86**
	.91

	9) Interpersonal Relations
	             .79**
	.95

	10) Decision-making
	             .74**
	.96

	11) Leadership
	             .85**
	.96

	12) Other
	             .78**
	.93


      Note. * p < .05. **p < .01.
Appendix D: Descriptive Statistics for Tasks (Importance Scale)
	Task
	M
	SD

	1
	2.54
	1.05

	2
	2.77
	1.24

	3
	2.31
	0.95

	4
	3.08
	1.12

	5
	2.15
	1.21

	6
	2.31
	0.95

	8
	2.54
	0.97

	9
	2.38
	1.04

	10
	2.15
	0.90

	11
	2.54
	1.05

	12
	2.31
	1.32

	13
	3.08
	0.64

	14
	2.92
	1.19

	15
	2.62
	0.77

	16
	3.23
	0.60

	17
	2.08
	0.49

	18
	3.23
	1.01

	20
	2.15
	0.99

	21
	2.92
	0.86

	22
	2.62
	1.33

	23
	3.54
	1.13

	24
	3.54
	1.13

	26
	2.58
	1.08

	27
	3.15
	0.80

	28
	2.46
	0.52

	29
	1.92
	0.64

	30
	3.08
	0.86

	33
	2.62
	0.87

	35
	2.46
	1.05

	36
	3.00
	0.82

	37
	2.23
	1.01

	38
	2.15
	0.99

	39
	2.00
	1.35

	40
	3.00
	1.00

	41
	2.77
	0.83

	42
	2.85
	0.55

	43
	2.69
	1.03

	44
	2.31
	0.95

	45
	2.69
	1.11

	46
	2.08
	0.86


      Note. N = 13.  
Appendix E: Descriptive Statistics for KSAOs (Expected Upon Entry Scale)
	Task
	M
	SD

	1
	3.54
	0.52

	2
	3.46
	0.52

	3
	2.92
	0.86

	4
	3.46
	0.66

	5
	3.38
	0.65

	6
	3.23
	0.73

	7
	2.62
	0.87

	8
	2.54
	0.97

	9
	1.69
	1.03

	11
	3.38
	0.51

	12
	3.69
	0.48

	13
	3.69
	0.48

	14
	3.62
	0.51

	15
	2.08
	1.04

	16
	2.92
	1.12

	17
	2.77
	0.93

	18
	3.62
	0.51

	19
	3.38
	0.51

	20
	3.17
	0.58

	21
	3.38
	0.51

	22
	3.23
	0.73

	23
	3.00
	0.71

	24
	3.38
	0.77

	25
	3.23
	0.83

	26
	3.15
	0.69

	27
	2.54
	0.97

	28
	3.00
	1.00

	29
	3.31
	0.85

	30
	3.46
	0.52

	31
	3.46
	0.52

	32
	3.38
	0.51

	33
	3.46
	0.66

	34
	3.15
	0.80

	35
	3.08
	0.95

	36
	3.54
	0.66

	37
	3.54
	0.52

	38
	3.54
	0.52

	39
	3.38
	0.65

	40
	3.54
	0.52

	41
	3.00
	0.71

	42
	3.38
	0.51

	43
	3.46
	0.52

	44
	3.31
	0.48

	45
	3.15
	0.80

	46
	3.08
	0.76

	47
	2.77
	0.93

	48
	3.08
	0.64

	49
	3.38
	0.87

	50
	3.08
	0.64

	51
	2.62
	0.87

	52
	3.62
	0.65

	53
	2.92
	1.32

	54
	2.77
	1.24

	55
	2.85
	1.34

	56
	3.54
	0.52

	57
	3.38
	0.65

	58
	2.38
	1.04

	59
	3.62
	0.65

	60
	3.77
	0.44

	61
	3.58
	0.51


Appendix F: Internal Consistency Reliabilities for Duties (Importance Scale) and Competencies (Expected-upon-entry and Trouble Likely Scales)

	Duty (Importance Scale)


	Internal Consistency 

Reliability

(α)

	1) Administration and  Management
	             .92

	2) Supervision
	             .75

	3) Investigation
	             .02

	4) Legislation and Policy Development
	             .05

	5) Training
	             .79

	6) External Relations
	             .65

	7) Other
	             .76 

	Competency (Expected Upon Entry Scale)



	1) Department Policies and Procedures
	             .92

	2) Relevant Laws
	             .79

	3) Administration and Management
	             .70

	4) Written Communication
	             .85

	5) Oral Communication
	             .75

	6) Planning and Organization
	             .91

	7) Supervision
	             .86

	8) Problem-solving
	             .77

	9) Interpersonal Relations
	             .88

	10) Decision-making
	             .84

	11) Leadership
	             .94

	12) Other
	             .82

	Competency (Trouble Likely Scale)



	1) Department Policies and Procedures
	             .88

	2) Relevant Laws
	             .95

	3) Administration and Management
	             .70

	4) Written Communication
	             .92

	5) Oral Communication
	             .83

	6) Planning and Organization
	             .85

	7) Supervision
	             .77

	8) Problem-solving
	             .88

	9) Interpersonal Relations
	             .83

	10) Decision-making
	             .96

	11) Leadership
	             .88

	12) Other
	             .77


Appendix G: Tasks Linked to KSAOs and Examination Content

	KSAOs
	Corresponding Task #
	Corresponding Assessment 

	Department Policies and Procedures

	1. Knowledge of the Manual of Policies Procedures and Regulations concerning Natural Resources Police duties.
	1, 2, 3, 6, 10-12, 14-16, 18, 23, 24, 26, 28-30, 33, 35-37, 39-41, 45, 46
	Structured Panel Interview

	2. Knowledge of the care and use of State equipment (e.g., firearms, vehicles, vessels, electronics, radios, etc.).
	6, 18
	

	3. Knowledge of inventory practices, procedures and requirements (e.g., evidence, vehicle, vessel, radar gun, and sound level meter inventories).
	6, 28-30
	

	Relevant Laws

	4. Knowledge of State and Federal natural resources laws and regulations.
	11, 12, 18, 43-46
	Structured Panel Interview

	5. Knowledge of criminal, civil, traffic and constitutional laws of Maryland.
	20, 45, 46
	

	6. Knowledge of the court system and proper procedures for presenting cases.
	
	

	Administration and Management

	7. Knowledge of personnel management practices.
	1-3, 13-16, 23, 24, 26, 33, 40, 44
	

	8. Knowledge of natural resources management principles, practices and methodology.
	12
	

	9. Knowledge of principles and methods for curriculum and training design.  
	
	

	11. Willingness to lead, take charge, and offer opinions and direction.
	1-3, 6, 11-16, 18, 22, 27-30, 33, 35-37, 39, 40, 42-44, 46
	

	Written Communication

	12. Skill in reading and comprehending complex reports, manuals, policies and procedures.
	1, 2, 8, 12, 16, 18, 21, 33, 40, 41
	QS

	13. Ability to communicate information and ideas in writing so others will understand.
	1, 3, 5, 8, 11-13, 15, 16, 18, 21, 24, 26, 27, 29, 33, 35, 37, 39-45
	

	14. Ability to edit the work of others.
	8-10
	

	Oral Communication

	15. Skill in using appropriate teaching aides.
	17, 37
	

	16. Ability to identify and understand the speech of another person.
	14, 35, 37, 39, 42, 43
	Structured Panel Interview

	17. Interest in communicating with, and teaching people.
	3, 13-17, 35-37, 39, 43, 44
	

	18. Ability to communicate information and ideas in writing so others will understand.
	1, 3, 5, 8, 11-16, 21, 23, 26, 27, 33, 35-37, 39-45
	Structured Panel Interview

	19. Ability to respond to the public in a tactful manner.
	11, 43, 44
	Structured Panel Interview

	20. Ability to develop and maintain good working and cooperative relationships with the public, State and Federal agencies, and other law enforcement agencies.
	11, 42-45
	Structured Panel Interview

	Planning and Organization

	21. Ability to manage one's own time and the time of others.
	5, 11-13, 18, 22-24, 26, 37, 39, 45
	QS

	22. Ability to plan, organize and direct the work of others.
	13, 23, 24, 26, 36, 37, 39
	

	23. Ability to develop area/unit goals and objectives.
	5, 8, 13, 24, 26, 36, 37, 39
	

	Supervision

	24. Ability to appraise employee performance consistent with the Non-commissioned Officers Performance Appraisal System (including job observation reports and PPEs for civilians). 
	1-3, 6, 18, 26, 36, 41
	QS

	25. Willingness to counsel and resolve individual employee performance problems.
	1, 2, 14, 15, 40, 41
	

	26. Knowledge of investigative techniques.
	
	

	Problem-solving

	27. Skill in considering the relative costs and benefits of potential actions, and to choose the most appropriate one.
	4, 5, 9, 26
	QS

	28. Skill in using logic and reasoning to identify the strengths and weaknesses of alternative solutions, conclusions or approaches to problems.
	1, 2, 4, 5, 8, 12, 13, 23, 24, 26
	

	29. Ability to reason inductively and deductively.
	2, 8, 11-14, 16, 23, 24, 26
	

	Interpersonal Relations

	30. Knowledge of the structure and content of the English language including the meaning and spelling of words, rules of composition, and grammar.
	8, 16, 18, 21, 33
	QS

	31. Ability to deal calmly and effectively with high stress situations.
	1, 2, 14, 15, 40, 45, 46
	

	32. Ability to establish and maintain effective working relationship with managers, supervisors and employees.
	1, 3, 11, 13-15, 27, 45
	

	33. Ability to recognize employee problems and performance deficiencies.
	1-3, 6, 14, 15, 23, 41, 45
	

	34. Ability to counsel other regarding personal or work-related problems.
	1-3, 6, 15, 16, 41, 45
	

	35. Ability to express empathy toward others.
	2, 3
	

	Decision-making

	36. Ability to gather information from all available sources before making decisions.
	1, 2, 12-15, 23, 24, 40, 41
	QS

	37. Ability to use information to make decisions promptly.
	1, 2, 8, 13-16, 23, 40, 41
	

	38. Ability to defend and stand behind decisions. 
	1-5, 8, 13-15, 22-24, 26, 27, 40, 41
	

	39. Ability to decide on an effective plan even when facts are incomplete or disputed.
	1, 5, 8, 13, 23, 24, 26
	

	40. Ability to maintain objectivity in stressful situations.
	1, 2, 14, 15, 23, 40, 41, 45
	

	41. Ability to gain consensus where people or ideas conflict or compete.
	13-15, 23, 24, 26, 41, 43-45
	

	Leadership

	42. Ability to guide subordinates, fellow officers and the public to achieve tasks.
	2, 6, 11, 13-16, 23, 24, 26, 36, 37, 39, 41, 43-45
	QS

	43. Ability to take control of operations as assigned. 
	5, 11, 13, 15, 22-24, 26, 35, 41, 43-46
	

	44. Ability to motivate others to accomplish tasks and meets Department, agency, or unit goals or objectives. 
	3, 6, 11, 14-16, 23, 24, 26, 35-37, 39, 45
	

	45. Ability to manage conflict between subordinates or fellow workers.  
	15, 16, 45
	

	46. Ability to elicit subordinate or other officer’s participation in problem solving.
	2, 3, 14, 26
	

	47. Ability to integrate internal and external resources to address community problems.
	43, 44
	

	48. Ability to integrate and evaluate a variety of data in assessing performance objectives of yourself and/or subordinates (this includes written documentation, personal observation, etc).
	
	

	Other Competencies

	49. Skill in the use and maintenance of firearms.
	
	QS

	50. Ability to adapt to changing work environments.
	
	

	51. Ability to perform physical demands (this includes the ability to lift 50 pounds or more, climb ladders, etc.).
	
	

	52. Willingness to be on call 24 hours a day and be reachable by telephone or other means.
	4, 11, 27, 45
	

	53. Willingness to work long hours outdoors under varying climate conditions.
	46
	

	54. Willingness to be exposed to uncomfortable or unpleasant surroundings.
	46
	

	55. Willingness to use protective equipment such as goggles, gloves, masks, etc.
	
	

	56. Willingness to accept criticism.
	44
	

	57. Interest in starting up and carrying out projects.
	5, 8, 23
	

	58. Interest in activities that include practical, hands-on problems and solutions (e.g., dealing with plants, animals, and real-world materials like wood, tools, and machinery).
	
	

	59. Willingness to support department policy, even when it may not be popular.
	1-3, 5, 6, 13-15, 23, 24, 26-29, 33, 36, 37, 39-41, 45
	

	60. Willingness to wear uniform that is consistent with Department standards.
	
	

	61. Ability to perform multiple assignments simultaneously.
	4, 5, 11, 12, 18, 23, 24, 26, 27, 35-37, 40, 41, 43-46
	


Appendix H: KSAO Rankings According to Average Total Ratings 
	KSAO #
	KSAO MEAN SUM RATING TOTAL

	11
	1.36

	59
	1.22

	61
	1.21

	13
	1.19

	1
	1.18

	18
	1.14

	12
	1.06

	44
	1.03

	21
	1.02

	42
	1.01

	38
	1.01

	43
	0.99

	57
	0.95

	37
	0.95

	17
	0.94

	22
	0.91

	36
	0.89

	23
	0.87

	29
	0.87

	41
	0.87

	28
	0.86

	30
	0.85

	7
	0.84

	39
	0.84

	52
	0.84

	56
	0.80

	4
	0.80

	40
	0.80

	32
	0.79

	14
	0.78

	27
	0.76

	16
	0.76

	46
	0.76

	33
	0.74

	5
	0.72

	48
	0.71

	45
	0.70

	31
	0.70

	8
	0.68

	24
	0.68

	34
	0.67

	25
	0.65

	20
	0.61

	26
	0.57

	3
	0.57

	53
	0.54

	47
	0.53

	2
	0.52

	60
	0.51

	6
	0.51

	19
	0.51

	50
	0.50

	54
	0.49

	35
	0.46

	9
	0.45

	58
	0.44

	15
	0.39

	49
	0.30

	51
	0.29

	55
	0.28


Appendix I: Correlations for Average KSAO Rating Totals, Percent of Tasks Covered by Each KSAO, Expected-Upon-Entry and Trouble Likely Job Analysis Survey Scales

	Correlations

	 
	KSAO Mean Sum
	Mean Expected Upon
	Mean Trouble
	% of Tasks Covered

	KSAO Mean Sum
	1
	
	
	

	Mean Expected Upon
	0.51
	1
	
	

	Mean Trouble
	0.56
	0.85
	1
	

	% of Tasks Covered
	0.85
	0.36
	0.40
	1

	.01 crit. value = .325
	 
	 
	 
	 


Addenda
December 1984 Job Analysis Report

May 2002 Job Analysis Report

Job Analysis Sign-in Forms

SME Background Forms

MS-22s (NRP Lieutenants)

NRP Lieutenant Job Analysis Survey
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