COMMONWEALTH OF KENTUCKY

CLASS SPECIFICATION

	CLASS TITLE:  CORRECTIONS UNIT ADMINISTRATOR I

	TITLE CODE:  2258
	GROUP:   CORRECTIONS

	SELECTION METHOD:  100% QUAL      REV. 05-05
NO. OF TEST QUESTIONS:

SELECTION ID:  6387                         EXAM NO.
	SALARY:  (MIN-MID)  $2670.20 - $3554.70
GRADE:  13
SPECIAL ENTRANCE RATE:  No 

	POSITIONS IN THIS CLASS GENERALLY REPORT TO:  BRANCH MANAGER

	PRIMARY USER AGENCY:  DEPARTMENT OF CORRECTIONS

	

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

	Assists a Unit Administrator in the overall administrative operation and control of a unit within a correctional facility and assumes the duties of the Unit Administrator to assure adequate supervision on a seven day, twenty‑four hour basis at the institution OR directs and coordinates pre-release services with institution and field offices for inmates ready to be paroled; 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 two years of experience in corrections, law enforcement, criminal justice or social work dealing with the rehabilitation of offenders.

	

	SUBSTITUTION CLAUSE:   

	

	EDUCATION:  A master's degree in corrections, criminal justice, law enforcement, social work, sociology, counseling and guidance or a related field will substitute for one year of the required experience.

	

	EXPERIENCE:  Additional experience in corrections, law enforcement, criminal justice, or social work dealing with the rehabilitation of offenders will substitute for the 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 correctional officers, lieutenants, caseworkers and maintenance personnel in regard to program, security and operational aspects of the functional program unit.  Participates as a member of the unit classification committee and discipline committee.  Directs and coordinates pre-release services to assist in inmate’s transition in the free-world.  Conducts pre-release classes for inmates.  Tracks parole plans and coordinates parole recommendations with inmates and staff for release.  Interprets policies and procedures for home/job placement and develops and processes plans.  Monitors plans with Parole Officer, supervisor and Interstate Compact Director.  Supervises the production of parole progress reports, annual reviews of inmates and institutional classification, reviews correctional officer performance, serves as second line supervisor for performance management review responsibilities for correctional officers and acts as first line supervisor for lieutenants and caseworkers.  Assists the Unit Manager in the development and implementation of unit policy and expansion of correctional programs within the unit.  Performs other duties as required.

	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.


Must be able to physically respond to an emergency situation.  Assist in an evacuation or rescue, bend, lift, run or walk swiftly in order to physically disrupt fights between inmates and/or residents or intervene in a combative situation to protect fellow employees from the threat of harm or actual harm at the hands of an inmate and/or resident.  Must possess the physically agility to secure an inmate and/or resident with handcuffs and/or ankle chains, or other restraints, and, it necessary, to engage in forced movement of inmates and/or residents from one location to another.

	ADDITIONAL REQUIREMENTS:  


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

	DATE CLASS ESTABLISHED:  03/01/1983
	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, SEXUAL ORIENTATION, GENDER IDENTITY, ANCESTRY OR VETERAN STATUS.  REASONABLE ACCOMMODATIONS ARE PROVIDED UPON REQUEST.


