COMMONWEALTH OF KENTUCKY

CLASS SPECIFICATION

	CLASS TITLE:  HUMAN RESOURCE ADMINR INSTITUTIONAL

	TITLE CODE:  9308
	GROUP:  PERSONNEL MANAGEMENT AND TRAINING 

	SELECTION METHOD:  100% QUAL       REV. 09-04
NO. TEST QUESTIONS:  
SELECTION ID:  7609                               EXAM NO.:  
	SALARY:  (MIN-MID)  $2670.20 - $3554.70
GRADE:  13

SPECIAL ENTRANCE RATE:  No

	POSITIONS IN THIS CLASS GENERALLY REPORT TO:  WARDEN

	PRIMARY USER AGENCY:  JUSTICE AND PUBLIC SAFETY 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 liaison services between institutional management and the agency personnel office for a mental health or correctional facility; 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 one year of professional experience in business administration, management or personnel.

	

	SUBSTITUTION CLAUSE:  

	

	EDUCATION:  None

	

	EXPERIENCE:  Administrative experience or experience in the preparation, review and/or processing of personnel 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.


Plans, assigns, supervises and reviews the work of employees in the preparation and submission of personnel and position actions requests for the facility to the agency and central office.  Supervises payroll preparation.  Maintains personnel records for the institution.  Provides technical assistance to all levels of institutional management in areas such as:  classification, compensation, recruiting, benefits, disciplinary actions, layoffs and grievance procedures in accordance with the Personnel Laws and Rules.  Consults with agency central personnel and payroll offices to obtain and relay information on personnel and payroll matters.  Advises and communicates with applicants concerning employment procedures.  Arranges interviews for applicants. Reviews and evaluates requests for personnel and position actions and makes recommendations concerning such actions.  Facilitates transfers, promotions and other personnel actions.  Interprets, enforces and assists in developing personnel policies and procedures for the organization. Coordinates training activities.  Performs employee counseling.  Conducts exit interviews.  Conducts orientation sessions for new employees. Supervises the preparation and submission of workers' compensation reports.  Prepares reports such as budget projections of personnel expenditures, turnover, recruitment and EEO activities.  Develops staffing patterns.  Conducts disciplinary hearings. Supervises the grievance procedure.  Advises employees, supervisors and administrators on the status of specific grievances.

	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.  Minimal 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:  06/16/1982
	DATE OF LAST REVISION:  05/16/2008

	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.


