COMMONWEALTH OF KENTUCKY

CLASS SPECIFICATION

	CLASS TITLE:  OFFENDER INFORMATION SPECIALIST II

	TITLE CODE:  2232
	GROUP:  CORRECTIONS

	SELECTION METHOD:  100% QUAL       REV. 06-04
NO. OF TEST QUESTIONS:  
SELECTION ID:  8836                                 EXAM NO.  
	SALARY:  (MIN-MID)  $2427.44 - $3215.72
GRADE:  12
SPECIAL ENTRANCE RATE:  No

	POSITIONS IN THIS CLASS GENERALLY REPORT TO:  OFFENDER INFORMATION SUPERVISOR 

	PRIMARY USER AGENCY:  DEPARTMENT OF CORRECTIONS

	

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

	Reviews and/or approves the work of field office offender information specialists for accuracy and compliance to statutes and regulations; and performs sentencing calculations that determine parole eligibility and release of inmates and maintains accurate inmate records in the state’s central offender information records office; 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:  Graduate of a college or university with a bachelor's degree.

	

	EXPERIENCE:  Must have one year of experience in management, administration, legal, paralegal or offender records.

	

	SUBSTITUTION CLAUSE:   

	

	EDUCATION:  None

	

	EXPERIENCE:  Administrative, legal, paralegal, or offender records work experience will substitute for the required education on a year-for-year basis.

	

	SPECIAL REQUIREMENTS:  (AGE, LICENSURE, REGULATION, ETC.) 

	None


	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.


Reviews and approves the work of field office staff for accuracy and compliance to statutes and regulations.  Performs sentence calculations that determine parole eligibility and release of inmates.  Researches and interprets statutes and regulations and departmental policies and procedures to determine proper application of sentence calculations.  Maintains accurate and updated inmates files.  Provides accurate records information to administrative staff and Parole Board upon request.  Processes and interprets court orders for both Circuit and District Courts.  Discharges inmate by parole, expiration, court order or shock probation according to statutory/judicial direction.  Acts as departmental liaison to confirm and request corrections for court orders.  Processes detainer information to insure proper jurisdictional placement.  Provides sentencing information to courts, law enforcement agencies and general public.  Responds to sentencing inquiries relevant to an inmate’s projected release date and parole eligibility.  May provide court testimony concerning individual offender records.

	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:  04/16/2003
	DATE OF LAST REVISION:  08/16/09

	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.


