COMMONWEALTH OF KENTUCKY

CLASS SPECIFICATION

	CLASS TITLE:  PERSONNEL PROGRAM MANAGER

	TITLE CODE:  9366
	GROUP:  PERSONNEL MANAGEMENT AND TRAINING 

	SELECTION METHOD:  100% QUAL               REV. 03-98

NO. TEST QUESTIONS:  

SELECTION ID:  8573                           EXAM NO.:  
	SALARY:  (MIN-MID)  $3908.94 - $5178.72
GRADE:  17
SPECIAL ENTRANCE RATE:  No

	POSITIONS IN THIS CLASS GENERALLY REPORT TO:  DIVISION DIRECTOR

	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.

	Serves as a branch manager within the Personnel Cabinet in such areas as:  personnel administration, payroll, classification and compensation, applicant recruitment and qualification review, performance management, organizational management, employee recognition and other programs administered by the cabinet; 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 five years of professional experience in Kentucky state government merit system personnel and/or payroll administration.

	

	SUBSTITUTION CLAUSE:  

	

	EDUCATION:  A Master’s degree in personnel management, public administration or a related field will substitute for one year of the required experience.

	

	EXPERIENCE:  Experience in personnel management administration involving the preparation, review and/or processing of personnel and/or payroll documents 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.


Manages and supervises employees engaged in personnel management functions within the Personnel Cabinet.  Assures accurate and timely review and processing of actions through the state human resources system (KHRIS).  Resolves specific problems affecting compensation, pay, classification, and organizational management issues.  Analyze payroll transactions and reports to assure results and/or identify errors.  Responds to inquiries regarding payroll,, administration, preparation, and information distribution.  Works with and provides advice to agency heads, program managers, human resource administrators, employees and applicants in providing complex and specialized personnel management services.  Performs detailed research and drafts reports on various issues in personnel management.  Provides counseling services for applicants and for employees seeking to obtain placement on both competitive and internal mobility registers.  Works with employees in special situations to resolve unique problems.  Reviews personnel documents and makes independent determinations as to statutory and regulatory compliance. Designs and initiates salary surveys.  Approves drafts of class specifications.  Meets with agency representatives to review requests for reorganizations.  Meets with agency heads and subject matter experts to obtain information on class duties and responsibilities.  Trains new employees.   Drafts correspondence and reports for cabinet management personnel.  Plans, develops, and conducts training activities for HR administrators and others.  May serve as a team or project leader.  Attends training seminars to keep abreast of changes in the personnel management field.  
	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 and involves frequent contact by telephone or in-person with agency administrators, state employees and applicants.  Incumbents must travel occasionally when working with state agency requests or providing training.  Incumbents will make presentations before employee groups.

	ADDITIONAL REQUIREMENTS:  


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

	DATE CLASS ESTABLISHED:  01/16/1995
	DATE OF LAST REVISION:  12/16/2011

	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.


