COMMONWEALTH OF KENTUCKY

CLASS SPECIFICATION

	CLASS TITLE:  DEFERRED COMPENSATION COUNSELOR II

	TITLE CODE:  9371
	GROUP:  PERSONNEL MANAGEMENT AND TRAINING 

	SELECTION METHOD:  100% QUAL       REV. 10-04
NO. TEST QUESTIONS:  
SELECTION ID:  8577                               EXAM NO.:  
	SALARY:  (MIN-MID)  $2937.20 - $3890.90
GRADE:  14

SPECIAL ENTRANCE RATE:  No

	POSITIONS IN THIS CLASS GENERALLY REPORT TO:  DEFERRED COMPENSATION MANAGER

	PRIMARY USER AGENCY:  PERSONNEL 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.

	Provides comprehensive and specialized customer service to participants in the Kentucky Public Employees’ Deferred Compensation Authority by counseling members and non-members on various program options, regulations and other matters related to the program; 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 two years of experience in personnel or business administration.

	

	SUBSTITUTION CLAUSE:  

	

	EDUCATION:  A master’s degree in business administration will substitute for the required experience.

	

	EXPERIENCE:  Experience as an investment counselor, deferred compensation counselor or similar work in providing information on retirement or other benefit programs will substitute for the required education on the basis of one year of experience for two years of college; OR, experience in business administration, accounting, office administration or fiscal clerical experience will substitute for the education on a year-for-year basis.  Current certification as a Certified Employee Benefits Specialist, OR as a Professional Administrator and Management Executive as certified by the International Foundation for Retirement Education will substitute for the required education.

	

	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.


Interprets regulations and policies on loans.  Approves loans for processing and invests loan administrative fees.  Coordinates receipts of deferrals and billings.  Works with payroll administrators to set up billing procedures.  Coordinates the preparation of weekly business and other reports.  Interprets and determines Unforeseeable Financial Emergency withdrawal and provides forms for participants.  Prepares explanations of available payout options and explanations of basic Internal Revenue Service regulations and Deferred Compensation requirements.  Represents the Authority at various seminars for public employee groups.  Provides payout counseling to participants. Explains exchange procedures and investment options by telephone and in-person to participants and other interested parties.  Records and implements telephone exchanges and option changes.  Reviews, approves or rejects beneficiary forms according to guidelines.  Answers inquiries on quarterly participant account statements, account values, current investment amounts and allocations.  Balances deferral remittances and resolves discrepancies with agency payroll administrators.  Receives and implements participation agreements for increases, decreases and discontinuances.

	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.  Occasional travel is required to make presentations on program activities.  Communicates frequently by telephone and with walk-in members.  Uses keyboard to access account information on participants.

	ADDITIONAL REQUIREMENTS:  


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

	DATE CLASS ESTABLISHED:  03/01/1998
	DATE OF LAST REVISION:  07/16/2006

	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.


