COMMONWEALTH OF KENTUCKY

CLASS SPECIFICATION

	CLASS TITLE: AGENCY SUPPORT BRANCH MANAGER 

	TITLE CODE:  9422
	GROUP:  BUDGET AND FINANCIAL MANAGEMENT 

	SELECTION METHOD: 100% QUAL               REV. 06-99

NO. OF TEST QUESTIONS:

SELECTION ID:  8703                             EXAM NO.
	SALARY:  (MIN-MID)  $3553.88 - $4707.96
GRADE:  16  

SPECIAL ENTRANCE RATE:  No 

	POSITIONS IN THIS CLASS GENERALLY REPORT TO:  CUSTOMER RESOURCE CENTER EXECUTIVE DIRECTOR

	PRIMARY USER AGENCY:  FINANCE AND ADMINISTRATION CABINET

	

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

	Manages and supervises a branch in the Customer Resource Center providing help desk operations and training support; 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 in business administration, management, accounting, purchasing or a related field.

	

	EXPERIENCE:  Must have six years of experience in accounting, procurement, or information technology including two years as a team leader, team coordinator or team supervisor.

	

	SUBSTITUTION CLAUSE:   

	

	EDUCATION:  A master’s degree in business administration, management, management information systems or a related field will substitute for one year of the required experience.

	

	EXPERIENCE:  Four years of experience in accounting, procurement, information technology or a related field will substitute for the required education.

	

	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 assigned requisitions within an agency support branch.  Evaluates and monitors the Finance Cabinet’s performance measures including but not limited to:  average time to solve customer inquiries, number of inquiries received, number of inquiries referred and rating on training courses.  Ensures development of branch staff by establishing training expectations and conducting performance appraisals.  Prepares reports regarding performance results to the executive director.  Monitors and ensures effectiveness of the help desk function.  Ensures the responsiveness of the help desk function through by scheduling for adequate coverage.  Reviews help desk database and training materials to ensure adherence to policies, practices, standards and vision statements.  Manages the day-to-day operations of the branch.  Develops branch budget.  Addresses agency complaints and develops procedures for solving problems.

	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 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:  06/16/1999
	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, OR VETERAN STATUS IN EMPLOYMENT OR OTHER PROVISION OF SERVICES.  REASONABLE ACCOMMODATIONS ARE PROVIDED UPON REQUEST.


