COMMONWEALTH OF KENTUCKY

CLASS SPECIFICATION

	CLASS TITLE:  DEPUTY SECRETARY

	TITLE CODE:  9946
	GROUP:   UNCLASSIFIED SERVICE

	SELECTION METHOD: 

UNCLASSIFIED, NON-COMPETITIVE APPOINTMENT
	SALARY:  (MIN-MID)  $5723.10 - $7582.10
GRADE:  21

SPECIAL ENTRANCE RATE:  No

	POSITIONS IN THIS CLASS GENERALLY REPORT TO:  CABINET SECRETARY

	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 deputy secretary to a cabinet secretary. Provides general administrative policy direction to the various organizational units within the cabinet.  Provides administrative support to the cabinet secretary; 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 cabinet objectives. 
EXPERIENCE:  Sufficient professional level administrative experience which would assure the knowledge, skills and abilities to accomplish cabinet 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.


Coordinates, approves and executes policy and methods affecting all units of the organization.  Provides assistance to cabinet secretary in matters relating to all phases of organization operations such as personnel, budgeting, and problems of staff and general public inquiries.  Coordinates all legislative matters, attends committee meetings relative to department policy as well as routine regulations. Approves purchase requisitions, personnel requests and payrolls.  Provides information to auditors, legislative committees, other state agencies, task forces and the press. Interprets laws, rules and regulations to appropriate agencies, employees, local administrators, and general public.  Represents the agency on various committees. Coordinates staff meetings, including staff development activities.  Directs and reviews the planning of budgets for cabinet.  Drafts correspondence and memoranda for cabinet secretary's signature.  Coordinates evaluation studies of departmental programs. Evaluates operational functions of the department and recommends and implements corrective procedures.

	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.


