COMMONWEALTH OF KENTUCKY

CLASS SPECIFICATION

	CLASS TITLE:  PRINCIPAL ASSISTANT II

	TITLE CODE:  9931
	GROUP:  UNCLASSIFIED SERVICE

	SELECTION METHOD: 

UNCLASSIFIED, NON-COMPETITIVE APPOINTMENT
	SALARY:  (MIN-MID)  $4300.08 - $5696.60
GRADE:  18

SPECIAL ENTRANCE RATE:  No

	POSITIONS IN THIS CLASS GENERALLY REPORT TO:  CABINET SECRETARY, COMMISSIONER,

EXECUTIVE DIRECTOR

	PRIMARY USER AGENCY:  ALL

	

	CHARACTERISTICS OF THE CLASS:  CHARACTERISTICS OF A CLASS ARE GENERAL STATEMENTS INDICATING THE LEVEL OF RESPONSIBILITY AND DISCRETION OF POSITIONS IN THAT JOB CLASSIFICATION.

	Serves as executive or administrative assistant to a Cabinet Secretary, Commissioner or Executive Director regarding the development and implementation of policies, programs and operations of the agency or agencies within the organization; and performs other duties as required.



	MINIMUM REQUIREMENTS:  MINIMUM REQUIREMENTS ARE COMPREHENSIVE STATEMENTS OF THE MINIMUM BACKGROUND AS TO EDUCATION, EXPERIENCE, AND OTHER QUALIFICATIONS WHICH WILL BE REQUIRED IN ALL CASES AS EVIDENCE OF AN APPOINTEE'S ABILITY TO PERFORM THE WORK PROPERLY.

	EDUCATION:  Sufficient education which would assure the knowledge, skills and abilities to accomplish agency objectives. 
EXPERIENCE:  Sufficient professional level administrative experience which would assure the knowledge, skills and abilities to accomplish agency objectives.


	EXAMPLES OF DUTIES OR RESPONSIBILITIES OF THE CLASSIFICATION:  EXAMPLES OF DUTIES OR RESPONSIBILITIES ARE NOT TO BE CONSTRUED AS DESCRIBING WHAT THE DUTIES OR RESPONSIBILITIES OF ANY POSITION SHALL BE AND ARE NOT TO BE CONSTRUED AS LIMITING THE APPOINTING AUTHORITY'S ABILITY TO ADD TO, OR OTHERWISE ALTER THE DUTIES AND RESPONSIBILITIES OF A POSITION.  THE USE OF AN INDIVIDUAL EXPRESSION OR ILLUSTRATION AS TO DUTIES OR RESPONSIBILITIES SHALL NOT BE REGARDED AS EXCLUDING ASSIGNMENT OF OTHERS NOT MENTIONED WHICH ARE OF SIMILAR KIND OR QUALITY.


Advises the agency head on policies, programs and operations of the agencies within the organization.  Assists in the development of overall administrative policies.  Consults with agency heads and division directors on issues dealing with personnel, budgeting, department programs, planning and professional responsibilities. Coordinates the activities of various task forces, commissions and special projects. Serves as liaison with legislature and city and county elected officials, congressional delegates and federal program officials.  Coordinates cabinet staff meetings.  Interprets laws, rules and regulations to appropriate agencies, employees, local administrators and the general public.

	TYPICAL WORKING CONDITIONS AND UNIQUE PHYSICAL REQUIREMENTS:  INCUMBENTS IN THIS CLASSIFICATION WILL TYPICALLY PERFORM THEIR PRIMARY JOB DUTIES UNDER THESE CONDITIONS, HOWEVER, THESE CONDITIONS MAY CHANGE ON OCCASION IN PERFORMING THE DUTIES OF AN INDIVIDUAL POSITION.


Work is typically performed in an office setting.

	ADDITIONAL REQUIREMENTS:  


Applicants and employees in this classification may be required to submit to a drug screening test and background check.  

	DATE CLASS ESTABLISHED:  06/16/1982
	DATE OF LAST REVISION:  10/16/2008

	THE COMMONWEALTH OF KENTUCKY DOES NOT DISCRIMINATE ON THE BASIS OF RACE, COLOR, RELIGION, NATIONAL ORIGIN, SEX, AGE, DISABILITY, SEXUAL ORIENTATION, GENDER IDENTITY, ANCESTRY OR VETERAN STATUS.  REASONABLE ACCOMMODATIONS ARE PROVIDED UPON REQUEST.


