COMMONWEALTH OF KENTUCKY

CLASS SPECIFICATION

	CLASS TITLE:  FIELD SERVICES SUPERVISOR

	TITLE CODE:  6227
	GROUP:  HUMAN SERVICES

	SELECTION METHOD:  100% QUAL               REV. 08-98 

NO. OF TEST QUESTIONS:

SELECTION ID:  5717                            EXAM NO.
	SALARY:  (MIN-MID)  $3230.84 - $4280.10
GRADE:  15  

SPECIAL ENTRANCE RATE:  No 

	POSITIONS IN THIS CLASS GENERALLY REPORT TO:  FIELD SERVICES MANAGER

	PRIMARY USER AGENCY:  CABINET FOR HEALTH AND FAMILY SERVICES

	

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

	Provides the first line of supervision to a group of professional and clerical support employees engaged in public assistance program administration; 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 experience in reviewing, monitoring, determining eligibility for and/or administering Food Stamp, Aid to Families with Dependent Children, Disability Determination, Unemployment Insurance, Medical Assistance programs, energy assistance, commodity or other public assistance programs.

	

	SUBSTITUTION CLAUSE:   

	

	EDUCATION:   None

	

	EXPERIENCE:  Work experience involving interviewing, community services work, administrative work, work dealing directly with the public and/or clerical office work will substitute for the required college 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.


Assigns, supervises and evaluates the work of a group of employees responsible for processing and determining the eligibility of applicants for public assistance benefits to include such program areas as financial, medical, food stamps, child support, AFDC recoupment commodities, citicare, etc.  Interprets program policy to staff and determines the operational and office procedures of a specified group of employees.  Assesses training needs and makes recommendations for providing appropriate formal training as well as providing on‑the‑job training.  Initiates corrective action procedures in order to reduce error rates.  Develops job standards and evaluates staff in terms of those standards.  Assigns caseloads and assures that individual caseloads are kept at comparable levels.  Reviews and monitors operations and solves problems which have occurred.  Submits reports to the immediate manager, field services administrator and central office as required.  Interviews prospective employees; confers with problem employees and recommends appropriate disciplinary actions and recommends employees for salary increases.  Represents agency in public meeting and in dealing with client complaints.  Prepares monthly reports mandated by federal laws.

	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.  Frequent travel is necessary.

	ADDITIONAL REQUIREMENTS:  


Applicants and employees in this classification may be required to submit to a drug screening test and background check.  

	DATE CLASS ESTABLISHED:  06/16/1982
	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.


