COMMONWEALTH OF KENTUCKY

CLASS SPECIFICATION

	CLASS TITLE:  MOTOR VEHICLE DEALER DIST ADMINISTRATOR

	TITLE CODE:  2492
	GROUP:  AUXILIARY LAW ENFORCEMENT

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

SELECTION ID:  6317                                  EXAM NO.  
	SALARY:  (MIN-MID)  $2427.44 - $3215.72 
GRADE:  12

SPECIAL ENTRANCE RATE:  No

	POSITIONS IN THIS CLASS GENERALLY REPORT TO:  EXECUTIVE DIRECTOR

	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.

	Administers all activities in the investigation and enforcement of Kentucky motor vehicle dealer laws for a designated area of the state; 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 four years of experience in law enforcement or a related field, or experience in the wholesale or retail sale of motor vehicles. 

	

	SUBSTITUTION CLAUSE:   

	

	EDUCATION:  Education in law enforcement or a related field will substitute for the required experience, not to exceed two years.

	

	EXPERIENCE:  None

	

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

	Must possess a valid driver’s license.


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 a valid driver’s license for the length of employment in this classification.
	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.


Advises Motor Vehicle Dealer Commission (MVDC) employees, other law enforcement officials, court officials and other groups of the department’s rules and regulations.  Advises dealer investigators on enforcement methods.  Reviews all investigator reports.  Secures cooperation of other law enforcement officials in investigative activities.  Gathers information and evidence on which warning citations or criminal complaints are issued.  Attends Motor Vehicle Dealer Commission hearings and court proceedings as witness of the Commonwealth.  Acts as chief liaison between the MVDC and investigators.  When necessary, assists investigative staff in the performance of their duties.  Provides on-the-job training and technical assistance to lower level investigative staff.

	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 typically performed in an office setting.  Occasional travel may be 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:  10/01/1982
	DATE OF LAST REVISION:  02/16/2009

	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.


