COMMONWEALTH OF KENTUCKY

CLASS SPECIFICATION

	CLASS TITLE:  HUM RGTS RSCH/INFO COMPLIANCE SUPV

	TITLE CODE:  6296
	GROUP:  HUMAN SERVICES

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

SELECTION ID:  5757                          EXAM NO.
	SALARY:  (MIN-MID)  $3230.84 - $4280.10
GRADE:  15  

SPECIAL ENTRANCE RATE:  No 

	EXTENDED INITIAL PROBATIONARY PERIOD OF TWELVE (12) MONTHS:  For additional information refer to:   http://www.lrc.ky.gov/kar/101/001/325.htm

	POSITIONS IN THIS CLASS GENERALLY REPORT TO:  HUMAN RIGHTS ENFORCEMENT BRANCH MANAGER

	PRIMARY USER AGENCY:  HUMAN RIGHTS COMMISSION

	

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

	Supervises the Public Affairs Section of the Kentucky Commission on Human Rights.   Provides for the research, development, implementation and distribution of educational and training programs for human rights activities.  Serves as a liaison to the news media; 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 three years of professional experience in journalism, public relations, marketing, advertising or a related field.

	

	SUBSTITUTION CLAUSE:   

	

	EDUCATION:  A master's degree will substitute for one year of the required experience.

	

	EXPERIENCE:  Experience in one of the above fields 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 all personnel involved in research, community and public affairs projects.  Designs agency newsletters, pamphlets, brochures and other information materials.  Coordinates research activities in obtaining data for resource documents and analysis of data used in the preparation of agency publications and reports.  Provides technical assistance to the public, other interested civic groups and state/local governments.  Assists in establishment of educational and training programs formulated to meet local commissions and field office needs.  Advises administrators on the public relations programs of the agency.  Coordinates the dissemination of written releases, radio releases and television videotape.  Performs journalistic research, editing and revision of materials for publications.  Works with publicity representatives of the media to promote agency issues and activities.  Writes speeches.  Tracks publications through the printing process.  Plans, develops, implements and evaluates public relations programs conducted by the agency.  Provides photographic services for the agency.  Supervises graphic arts design and layout.  Participates in civic and community programs to increase awareness of agency goals and activities in developing support for the Commission's programs and activities.  Provides information and advisory services concerning civil rights laws to employers, employees, labor unions, licensing agencies, proprietors of places of public accommodation, homeowners, real estate dealers, public and private groups and other interested individuals.  Assists in the development of orientation and training procedures for new field representatives.  Consults with local human rights commissions on passage of local civil rights laws and assists them in drafting proposed ordinances and resolutions.  Analyzes new information, court decisions, and laws relating to the civil rights field and the complaint investigation process; develops new techniques and procedures for improving the process.

	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:  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.


