COMMONWEALTH OF KENTUCKY

CLASS SPECIFICATION

	CLASS TITLE:  FINANCIAL PORTFOLIO ADMINISTRATOR

	TITLE CODE:  9447
	GROUP:  BUDGET AND FINANCIAL MANAGEMENT

	SELECTION METHOD:  100% QUAL               REV. 05-97

NO. TEST QUESTIONS:  

SELECTION ID:  8434                           EXAM NO.:  
	SALARY:  (MIN-MID)  $4300.08 - $5696.60
GRADE:  18

SPECIAL ENTRANCE RATE:  No

	POSITIONS IN THIS CLASS GENERALLY REPORT TO:  FIXED INCOME TRADING / RISK MANAGEMENT ADMINISTRATOR

	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.

	Under direction, has the primary responsibility for managing Mortgage Backed Securities (“MBS”), Collateralized Mortgage Obligations (“CMO”), Asset Backed Securities (ABS) and other related fixed income securities held in the Commonwealth’s investment portfolio.  Assists in the development of policies and procedures; assists in developing and monitoring asset/liability models and interest rate hedging applications.  Assists in training other investment staff in the trading, pricing and accounting for these types of securities; 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.

	

	EXPERIENCE:  Must have three years of professional experience in trading fixed income securities including Mortgage Backed Securities (MBS), Collateralized Mortgage Obligations (CMO) and/or Asset Backed Securities (ABS) with a financial institution, corporation or state government.

	

	SUBSTITUTION CLAUSE:  

	

	EDUCATION:  None

	

	EXPERIENCE:  Additional experience in trading fixed income securities will substitute for the required education 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.


Executes purchases and sales of MBS, CMO and ABS securities.  Verifies market pricing of identified securities held in the portfolio.  Monitors and evaluates pricing of mortgage and related securities held as collateral for repurchase agreements.  Monitors monthly principal and interest payments derived from MBS, CMO and ABS securities and verifies that they have been properly posted in the accounting system. Monitors, analyzes and reports performance of these securities versus the applicable benchmark.  Assists in the development of complex risk management and interest rate hedging strategies to insulate the portfolios against adverse movements in interest rates.  Assists in the development of policies and procedures to safeguard the state’s assets.  Structures investment portfolios to meet specific cash flow streams, and other duties as assigned.

	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 primarily 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:  05/01/1995
	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.


