COMMONWEALTH OF KENTUCKY

CLASS SPECIFICATION

	CLASS TITLE:  OFFICE SUPPORT SUPERVISOR

	TITLE CODE:  9004
	GROUP:  CLERICAL AND OFFICE MACHINE

	SELECTION METHOD:  100% QUAL       REV. 08-05
NO. TEST QUESTIONS:  

SELECTION ID:  8928                           EXAM NO:  
	SALARY:  (MIN-MID)  $2006.08 - $2657.70
GRADE:  10
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.

	Supervises and assigns the work of employees performing office support functions; and performs other duties as required.  (Employees in this class must complete Employee Performance Evaluations and approve leave usage.)



	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:   High school graduate.                                                                                                        

	

	EXPERIENCE:  Must have four years of office support experience.  

	

	SUBSTITUTION CLAUSE:  

	

	EDUCATION:   Additional education will substitute for the required experience on a year‑for‑year basis.  

	

	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.


Supervises and assigns the work of employees.  Performs employee performance evaluations and approves leave time.  Plans and coordinates work schedules.  Interprets, applies or enforces departmental rules, regulations or policies to employees.  Interviews applicants to fill vacant positions.  Provides orientation or training to new employees and provides further in‑service training on the job.  Maintains all employees’ folders, time and attendance records, manuals or correspondence.  Provides detailed information in response to questions from other state agencies or the general public.  Compiles monthly, quarterly or yearly reports.  Compiles data for the preparation of personnel or payroll actions.  Compiles or answers correspondence relative to routine matters.  Gathers data for charts, reports or other documents.  Answers inquiries concerning agency functions that require interpretation of laws, rules or regulations.  Organizes, develops or implements procedures for recording or processing various forms or reports.   Orders supplies or materials.  Maintains inventory on supplies or equipment.    

	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:  08/16/2005
	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.


