COMMONWEALTH OF KENTUCKY

CLASS SPECIFICATION

	CLASS TITLE:  PRODUCTION COORDINATOR

	TITLE CODE:  7307
	GROUP:   INFORMATION MANAGEMENT SYSTEMS

	SELECTION METHOD:  100% QUAL               REV. 05-05 

NO. OF TEST QUESTIONS:

SELECTION ID:  8913                         EXAM NO.
	SALARY:  (MIN-MID)  $2937.20 - $3890.90
GRADE:  14  

SPECIAL ENTRANCE RATE:  No 

	POSITIONS IN THIS CLASS GENERALLY REPORT TO:  VARIES

	PRIMARY USER AGENCY:  ALL AGENCIES MAY USE THIS CLASS

	

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

	Is responsible for coordinating activities related to all production support aspects of multiple information systems within an agency, or for multiple components of state‑level or distributed systems.  Coordinates work among production support sections.  Assists agency management with development of facility, capacity, communications or contingency plans.  Establishes procedures and secures cooperation of others to improve the computer operations, data coordination, equipment security and production control functions among multiple programs or departments, and to facilitate resource sharing.  Represents production support function during conflict resolution and facilitates cooperation with other information systems functions; 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 production support experience.

	

	SUBSTITUTION CLAUSE:   

	

	EDUCATION:  Related technical or vocational training will substitute for the bachelor's degree requirement on a year‑for‑year basis.  A master's degree in computer science will substitute for one year of the experience requirement.

	

	EXPERIENCE:  Experience in computer programming, systems support, or production support will substitute for the bachelor's degree requirement 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.


Develops staffing and resource allocation plans to provide production support services to multiple systems.  Is responsible for securing and allocating resources to successfully carry out production support functions during times of critical need, such as system shutdown, system failure or recovery from unscheduled outages.  Develops long‑range production support plans, and approves tactical implementation plans developed by sections.  Develops and implements an acquisition plan to continuously improve system performance and to respond to changing requirements of critical applications.  Directs adjustments among system components.  Communicates with agency management on a routine basis to resolve problems and establish priorities.  Supervises production support functions during installation or reconfiguration of hardware and during relocation or conversion of critical data files.  Assists development, network and systems support staff in analyzing requirements for development, modification or retirement of state‑level or complex departmental systems.  Directs switching of online systems to alternate processor(s).  Develops implementation plans for introduction of productivity tools or automation of production support functions.  Balances workload among production support resources available on the network.  Handles vendor negotiations.

	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.

	ADDITIONAL REQUIREMENTS:  


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

	DATE CLASS ESTABLISHED:  07/01/1993
	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.


