COMMONWEALTH OF KENTUCKY

CLASS SPECIFICATION

	CLASS TITLE:  CERTIFIED DRIVER’S TEST ADMINISTRATOR II

	TITLE CODE:  2462
	GROUP:  AUXILIARY LAW ENFORCEMENT

	SELECTION METHOD:  100% QUAL      REV. 06-03

NO. OF TEST QUESTIONS:  

SELECTION ID:  8484                               EXAM NO.  
	SALARY:  (MIN-MID)  $2206.92 - $2923.38
GRADE:  11
SPECIAL ENTRANCE RATE:  No

	POSITIONS IN THIS CLASS GENERALLY REPORT TO:  CHAPTER 16 PERSONNEL

	PRIMARY USER AGENCY:  DEPARTMENT OF STATE POLICE

	

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

	Under administrative supervision, administers written motor vehicle driver’s license examinations for Class A, B, C, D or M licenses; processes and fingerprints applicants for Commercial Driver Licensed Hazardous Materials Endorsement; OR administers bi-optic examinations for visually impaired applicants; 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:  High school graduate.

	

	EXPERIENCE:  Must have two years experience as a driver’s testing examiner.  Must have four years of experience as a licensed driver.

	

	SUBSTITUTION CLAUSE:   

	

	EDUCATION:  None

	

	EXPERIENCE:  None

	

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

	Must possess a valid Kentucky driver’s license.  Must be 21 years of age.  Must possess current certification as a driver’s examiner issued by the American Association of Motor Vehicle Administrators. 


POST EMPLOYMENT REQUIREMENTS:  EMPLOYEES IN THIS CLASS WILL BE REQUIRED TO OBTAIN CREDENTIALS OUTLINED BELOW WITHIN A REASONABLE TIME, OR IF EMPLOYEES POSSESS SUCH CREDENTIALS AT THE TIME OF HIRE THEY WILL BE REQUIRED TO MAINTAIN THOSE CREDENTIALS SO LONG AS THEY ARE EMPLOYED IN THIS CAPACITY.  IT IS THE RESPONSIBILITY OF THE EMPLOYING AGENCY TO VERIFY THE ATTAINMENT AND/OR MAINTENANCE OF THESE CREDENTIALS, TO REMOVE FROM THIS CLASS ANY EMPLOYEE WHO DOES NOT ATTAIN OR MAINTAIN THESE CREDENTIALS, AND TO ASSURE THAT ANY EMPLOYEE WHO PERFORMS THESE FUNCTIONS, WITHOUT REGARD TO THE CLASS THEY ARE IN, HAVE THE APPROPRIATE CREDENTIALS.
Must maintain valid driver’s license for the length of employment in this classification.  Must maintain current certification as a driver’s examiner issued by the American Association of Motor Vehicle Administrators for the length of employment in this classification.  

http://www.aamva.org/    

	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.


Serves several counties in the capacity of certified examiner.  Provides information and explains procedures to the general public.  Handles special requests for information on CDL.  Processes and fingerprints applicants for Commercial Driver Licensed Hazardous Materials Endorsement as Federally mandated.  Operates electronic fingerprint and photography equipment.  Reviews and determines eligibility of applicants for driver’s license.  Examines applicants by means of oral, written, performance and vision tests.  Sets up equipment and performs minor administrative tasks.  Assists in record processing and management activities to process and maintain records.  Makes appointments for special tests. Administers bi-optic examination for applicants that are visually impaired. 

	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  Must be able to lift portable scanning equipment weighing approximately 50 pounds.

	ADDITIONAL REQUIREMENTS:  


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

	DATE CLASS ESTABLISHED:  10/16/1995
	DATE OF LAST REVISION: 05/16/2012

	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.


