COMMONWEALTH OF KENTUCKY

CLASS SPECIFICATION

	CLASS TITLE:  EDUCATION ADMINISTRATION PROGRAM MANAGER 

	TITLE CODE:  5316
	GROUP:  EDUCATIONAL ADMINISTRATIVE

	SELECTION METHOD:  100% QUAL             REV. 11-03

NO. TEST QUESTIONS:  

SELECTION ID:  8025                           EXAM NO.:  
	SALARY:  (MIN-MID)  $3553.88 - $4707.96
GRADE:  16

SPECIAL ENTRANCE RATE:  No

	POSITIONS IN THIS CLASS GENERALLY REPORT TO:  EDUCATION DIVISION DIRECTOR

	PRIMARY USER AGENCY:  DEPARTMENT OF EDUCATION

	

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

	Under the general direction of a division director, supervises professional staff in the development, coordination, implementation and monitoring the administration of educational programs for local school districts, state and/or private educational agencies, provides consultative services and technical assistance; 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 master's degree in education or a related field.

	

	EXPERIENCE:  Must have six years of professional experience in education, vocational education or a related field.  

	

	SUBSTITUTION CLAUSE:  

	

	EDUCATION:  None

	

	EXPERIENCE:  Current Rank II or Rank I certification by the Department of Education or Education Professional Standards Board will substitute for the required educational requirement.  Additional professional experience in the field of education will substitute for the educational requirement 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 professional staff.  Interprets, applies and enforces departmental rules, regulations and policies and participates in the development of policy and procedures for particular program areas.  Provides technical assistance reflecting the goals of K.E.R.A. to local school districts, vocational regional coordinators and other administrators in implementing or maintaining various educational programs.  These programs include:  primary, middle school and secondary curricula and instructional programs, foundation programs, pupil transportation, in‑service, pupil attendance, facilities management, recognition, insurance, school‑based decision making, mandated testing, mandated achievement assessment, safety, compensatory education, migrant education and/or secondary vocational education programs.  Analyzes proposed legislation relative to cost changes in the programs.  Reviews the expenditures of federal funds and provides management staff with information regarding budget status changes.  Gathers information from public and private institutions of higher education and state and federal agencies.  Collects and analyzes data for the purpose of providing in‑service training programs.  Makes presentations and conducts workshops at the local and state level.  Writes administrative reports.  Revises and updates policy manuals and training materials.  Annually review and when necessary revise all forms used in monitoring compliance with statutes, regulations and policies.  Responds to surveys.  Serves on task forces and committees.  Review applications for program eligibility.  Manage the development and preparation of educational reports and publications.  Create technical resources for assigned programs.

	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 or school setting.  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:  07/01/1991
	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.


