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COMMONWEALTH OF KENTUCKY 
JOB CLASS SPECIFICATION 

Grade: 

ASSISTANT DIRECTOR I

18 Salary (MIN - MID):

$33.091-$49.637 - Hourly

$5,377.30-$8,066.02 - 37.5 Hr. Monthly Salary

$5,735.78-$8,603.76 - 40 Hr. Monthly Salary

96170V240401Job Code:

9600 - GENERAL ADMINISTRATIONJob Group:

06/16/1982Job Established:

04/01/2024Job Revised:

20001831Job Number:

Special Entrance Rate:

NONE
NONE
NONE

PROBATIONARY PERIOD:  

This job has an initial and promotional probationary period of 6 months, except as provided in KRS 18A.111.

CHARACTERISTICS OF THE JOB: Characteristics of a job are general statements indicating the level of responsibility and 
discretion of positions in that job classification.  These are not intended to be an exhaustive list.

Provides management support to a division director in overseeing all programmatic functions within the division; and performs 
other duties as required.

MINIMUM REQUIREMENTS: 

EDUCATION:  

Graduate of a college or university with a bachelor's degree.

EXPERIENCE, TRAINING, OR SKILLS: 
 

Four years of administrative or management experience.

Substitute EDUCATION for EXPERIENCE:   

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

Substitute EXPERIENCE for EDUCATION:

Additional administrative, management, or research experience will substitute for the required education on a year-for-year 
basis.

SPECIAL REQUIREMENTS (AGE, LICENSURE, REGULATION, ETC.): 

NONE
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EXAMPLES OF DUTIES OR RESPONSIBILITIES OF THE JOB 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 assign, or otherwise alter the duties and responsibilities of a position. This is not 
intended to be an exhaustive list.

Provides support to a division director in the overseeing programmatic operations of the division. Provides technical 
management assistance to all functions, programs, and staff within the division. Serves as liaison and coordinative 
representative between the division and other organizational units within the Cabinet and outside agencies. Reviews divisional 
programs to identify issues and areas of improvement and growth. Leads programmatic staff in the division in operational 
development and new initiatives. Identifies and reviews programs, policy issues, and management issues that cross 
organizational lines and develops recommendations. Prepares briefing materials for director to use in meetings within and 
outside of the agency. Reviews, analyzes, writes, and monitors correspondence originating from the office of the department 
head or cabinet head for accuracy and conformity with policies and procedures. Provides technical assistance to all 
organizational units on matters dealing with the administration of all operational regulations, policies, and procedures. 
Evaluates routine, special, and technical reports to monitor efforts to increase efficiency and effectiveness of agency activities. 
Synthesizes data from all organizational units as well as from statutes and federal regulations to develop and recommend 
establishment or modification of policies and procedures. Attends professional meetings and in service training sessions to 
update staff on policies and procedures. Performs the duties of the director in her/his absence.

UNIQUE PHYSICAL REQUIREMENTS: 
Any unique physical requirements necessary to perform the duties of a specific position will be listed on the individual position 
description, if applicable.

TYPICAL WORKING CONDITIONS:  Incumbents in the job will typically perform their job duties under these conditions.

Incumbents working in this job title primarily perform duties in an office setting. Minimal travel may be required.

ADDITIONAL REQUIREMENTS:     

The Commonwealth of Kentucky does not discriminate on the basis of race, color, sex, disability, age, national origin, religion, sexual orientation, gender identity or 
expression, pregnancy or related medical condition, marital or familial status, ancestry, political affiliation, genetic information, or veteran status in accordance with state 
and federal laws.




