COMMONWEALTH OF KENTUCKY

CLASS SPECIFICATION

	CLASS TITLE:  HIGHWAY DISTRICT ADMINISTRATIVE MANAGER

	TITLE CODE:  9440
	GROUP:  BUDGET AND FINANCIAL MANAGEMENT

	SELECTION METHOD:  100% QUAL       REV. 04-08
NO. TEST QUESTIONS:  

SELECTION ID:  7375                           EXAM NO.:  
	SALARY:  (MIN-MID)  $3908.94 - $5178.72
GRADE:  17

SPECIAL ENTRANCE RATE:  No

	POSITIONS IN THIS CLASS GENERALLY REPORT TO:  CHIEF HIGHWAY DISTRICT ENGINEER

	PRIMARY USER AGENCY:  TRANSPORTATION CABINET

	

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

	Responsible to the Chief Highway District Engineer for the management of all fiscal, personnel, and administrative support functions in a district; 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 four years of business or administrative experience.

	

	SUBSTITUTION CLAUSE:  

	

	EDUCATION:  Graduate study in a field related to the experience areas listed above will substitute for the required experience on a year‑for‑year basis to a maximum of two years.

	

	EXPERIENCE:  Business or administrative experience will substitute for the required education on a year‑for‑year basis to a maximum of four years.

	

	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.


Supervises district payroll, accounting, personnel and custodial employees.  Oversees cost distribution for the district's maintenance budget of approximately $6,000,000 annually signing pay documents for these items.  Custodian of district imprest cash fund averaging $35,000+ per month.  Certifies district semi‑monthly payroll to central office (averages $8.5 million annually).  Coordinates the preparation and audit of district budget.  Responsible for the district's office and engineering equipment inventory.  Oversees all personnel functions within the district including, but not limited to orientation of new employees, interpretation of personnel laws, rules, regulations and policies to district employees and managers, employee assistance and investigates discipline problems.  In cases of flagrant violations may send employees home pending completion of an investigation.  May participate in district loss control committee functions and collects all fines imposed by that body.  Responsible for making all local purchases in accordance with statutes and regulations on purchasing procedures. Responsible for the security and maintenance of all district personnel records.  Receives and answers complaints from the 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 performed in an office setting.  Travel is required.
	ADDITIONAL REQUIREMENTS:  


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

	DATE CLASS ESTABLISHED:  04/01/1986
	DATE OF LAST REVISION:  02/24/2006

	THE COMMONWEALTH OF KENTUCKY DOES NOT DISCRIMINATE ON THE BASIS OF RACE, COLOR, RELIGION, NATIONAL ORIGIN, SEX, AGE, DISABILITY, OR VETERAN STATUS IN EMPLOYMENT OR OTHER PROVISION OF SERVICES.  REASONABLE ACCOMMODATIONS ARE PROVIDED UPON REQUEST.


