COMMONWEALTH OF KENTUCKY

CLASS SPECIFICATION

	CLASS TITLE:  ELECTION ADMINISTRATOR DEPUTY CHIEF

	TITLE CODE:  9692
	GROUP:  GENERAL ADMINISTRATION

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

SELECTION ID:  8421                           EXAM NO.:  
	SALARY:  (MIN-MID)  $3553.88 - $4707.96
GRADE:  16

SPECIAL ENTRANCE RATE:  No

	POSITIONS IN THIS CLASS GENERALLY REPORT TO:  SECRETARY OF STATE

	PRIMARY USER AGENCY:  SECRETARY OF STATE’S OFFICE

	

	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 the chief deputy election administrator for the Secretary of State in the drafting, planning and implementation of all election training, education and other statutory and regulatory election requirements; 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 administrative or management experience in elections which can include but not be limited to:  experience in voter registration, candidate filings and certification, election official training and interpreting and administering election statutes and administrative regulations.

	

	SUBSTITUTION CLAUSE:  

	

	EDUCATION:  None

	

	EXPERIENCE:  Administrative or management experience 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.


Supervises, directs and coordinates staff members in the conduction of election procedures.  Represents the Secretary of State before the General Assembly's Elections and Constitutional Amendment Committee, the Kentucky County Clerk's Association and other related groups.  Advises and assists county clerks on a daily basis.  Assists the Federal Election Commission by preparing and providing statistical data on elections.  Provides election information to candidates and campaign staffs.  Designs and constructs all candidate filing forms to conform with the State Board of Election's requirements.  Provides information to news media on all aspects of elections.  Gives technical testimony in election matters in local, state and federal courts as necessary.  Provides information regarding ballot accessibility in Kentucky.  Coordinates and develops the Voter Slogan and Essay Contest for all Kentucky High Schools.  Receives, reviews for statutory conformity and files candidate notification and declarations.  Prepares candidate certifications and vote total certifications.  Drafts and oversees implementation of administration regulations for the election program.  Acts as the liaison between state, federal, and county government officials and with school system officials in election matters including eligibility and registration of persons affected by the federal motor voter program.  Develops training manuals and directs the election training program for state and local government officials.  Interprets departmental policy to election officials and the general public.  Assures the timely compilation, preparation and issuance of all election reports.

	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 primarily performed in an office setting.  Occasional travel is required to conduct training.

	ADDITIONAL REQUIREMENTS:  


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

	DATE CLASS ESTABLISHED:  04/01/1995
	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.


