COMMONWEALTH OF KENTUCKY

CLASS SPECIFICATION

	CLASS TITLE:  MICROGRAPHICS QLTY ASSURANCE SPECIALIST 

	TITLE CODE:  9046
	GROUP:  CLERICAL AND OFFICE MACHINE 

	SELECTION METHOD:  100% QUAL               REV. 05-00

NO. TEST QUESTIONS:  

SELECTION ID:  7069                           EXAM NO.:  
	SALARY:  (MIN-MID)  $2206.92 - $2923.38
GRADE:  11

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.

	Performs technical analytical work involving the review and evaluation of microfilm; 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 AND EXPERIENCE:  Graduate of a college or university with a bachelor's degree, OR high school graduate supplemented by four years of micrographic experience, one year of which must have been operating complex micrographic equipment (this would include such equipment as film processors, film duplicators, or engineering cameras).

	

	SUBSTITUTION CLAUSE:  

	

	EDUCATION:  None

	

	EXPERIENCE:  None

	

	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.


Reviews and evaluates microfilm from laboratories, both public and private, in order to assure compliance with the statewide micrographics certification standards program.  Performs technical inspection by determining density, resolution and general physical condition of the microfilm.  Performs informational quality inspection by examining the images to ensure that proper size/format, targets, arrangement/completeness and finding aids were used.  Uses a light table, eye lupe, microscope and densitometer to conduct these inspections to ensure that the film is of archival quality.  Splices retakes and records additions to original rolls using an ultrasonic or heat weld splicer.  Disseminates information regarding the quality standards that are required when filming public records to laboratories who wish to become certified to film such documents.  Corresponds with laboratories for the purpose of advising them when their microfilm does or does not meet established quality standards and provides them with technical advice on how to correct problems.  Prepares activity reports, attends meetings and performs special projects.  Maintains a project file, status chart, correspondence file and priority log on all micrographic projects.  

	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.

	ADDITIONAL REQUIREMENTS:  


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

	DATE CLASS ESTABLISHED:  08/01/1984
	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.


