COMVONVEALTH OF KENTUCKY
JOB SPECI FI CATI ON

JOB TI TLE: OFFI CE SUPPORT ASSI STANT 1|

JOB CODE: 90030V000101 GROUP: 9000 - CLERI CAL AND
SYSTEM I D: 20001622 OFFI CE MACHI NE

SELECTI ON METHOD:  QUALI FYI NG SALARY (M N-MD):

REV.: 05-08 $1,658.16 - $2,196.52

EXAM NO. : NONE GRADE: 08

NO. OF TEST QUESTI ON: NONE SPECI AL ENTRANCE RATE: NONE
EXTENDED | NI TI AL PROBATI ONARY PERI CD:  NONE

CHARACTERI STICS O THE JOB: CHARACTERISTICS OF A JOB ARE GENERAL
STATEMENTS | NDI CATING THE LEVEL OF RESPONSIBILITY AND DI SCRETI ON OF
POSI TIONS | N THAT JOB CLASSI FI CATI ON.

Performs a variety of office support duties involving the use of
mul ti-faceted office practices and procedures requiring interpretation
and/or initiative; and perforns other duties as required.

M NI MUM REQUI REMENTS: M NI MUM REQUI REMENTS ARE COVPREHENSI VE STATEMENTS OF
THE MNMM BACKGROUND AS TO  EDUCATI ON, EXPERI ENCE, AND OTHER
QUALI FI CATIONS WHICH WLL BE REQURED IN ALL CASES AS EVI DENCE OF AN
APPO NTEE' S ABI LI TY TO PERFORM THE WORK PROPERLY.

EDUCATI ON:  Hi gh school graduate.

EXPERI ENCE: Must have two years of office support experience.

SUBSTI TUTI ON CLAUSE:

EDUCATI ON: Addi tional education will substitute for the required
experience on a year-for-year basis.

EXPERI ENCE: NONE

SPECI AL REQUI REMENTS: (ACE, LI CENSURE, REGULATION, ETC.)
NONE

PRE- EMPLOYMENT REQUI REMENTS: EMPLOYEES IN TH S JOB WLL BE REQU RED TO
OBTAI N CREDENTI ALS QUTLI NED BELOW BEFORE BEG NNI NG EMPLOYMENT IN THI S JOB
CLASSI FICATION. |IT IS THE SOLE RESPONSI BI LI TY OF THE EMPLOYlI NG AGENCY TO
VERI FY THE ATTAINVENT OF THESE CREDENTIALS BEFORE THE EMPLOYEE BEGQ NS
EMPLOYMENT | N THI S JOB CLASSI FI CATI ON. COPI ES OF THE CREDENTI ALS QUTLI NED
BELONW MJST BE SUBM TTED TO THE PERSONNEL CABINET W TH APPO NTMENT
PAPERWORK FOR REVI EW AND | NCLUSI ON | N EMPLOYEE PERSONNEL FI LE.

NONE




POST- EMPLOYMENT  REQUI REMENTS:  EMPLOYEES |IN TH S JOB WLL BE REQU RED TO
OBTAI N CREDENTI ALS OQOUTLINED BELOW WTH N A REASONABLE TIME, OR |IF
EMPLOYEES POSSESS SUCH CREDENTIALS AT THE TIME OF HRE THEY WLL BE
REQUIRED TO MAINTAIN THOSE CREDENTIALS SO LONG AS THEY ARE EMPLOYED I N
TH'S CAPACITY. I T IS THE RESPONSI BI LI TY OF THE EMPLOYI NG AGENCY TO VERI FY
THE ATTAI NVENT AND/ OR MAI NTENANCE OF THESE CREDENTI ALS, TO REMOVE FROM
TH' 'S CLASS ANY EMPLOYEE WHO DCES NOT ATTAIN OR MAI NTAIN THESE CREDENTI ALS,
AND TO ASSURE THAT ANY EMPLOYEE WHO PERFORMS THESE FUNCTI ONS, W THOUT
REGARD TO THE CLASS THEY ARE I N, HAVE THE APPROPRI ATE CREDENTI ALS.

NONE

EXAMPLES OF DUTI ES OR RESPONSI BI LI TI ES OF THE JOB CLASSI FI CATI O\ EXAMPLES
OF DUTIES OR RESPONSIBILITIES ARE NOT TO BE CONSTRUED AS DESCRI Bl NG WHAT
THE DUTI ES OR RESPONSI Bl LI TI ES OF ANY POSI TI ON SHALL BE AND ARE NOT TO BE
CONSTRUED AS LIMTING THE APPO NTING AUTHORI TY' S ABILITY TO ADD TO, OR
OTHERW SE ALTER THE DUTI ES AND RESPONSI Bl LI TITES OF A PCSI TI ON. THE USE OF
AN | NDI VI DUAL EXPRESSI ON OR | LLUSTRATI ON AS TO DUTI ES OR RESPONSI BI LI TI ES
SHALL NOT' BE REGARDED AS EXCLUDI NG ASSI GNMENT OF OTHERS NOT MENTI ONED
VH CH ARE OF SIM LAR KIND OR QUALI TY.

Recei ves, organi zes, edits, corrects or enters various data via
keyboarding. Miintains files, |ogs, nmanual s or other docunents. Prepares
docunents for filing, storage, data entry or other processing. Drafts or
prepares correspondence, detailed fornms, reports or other materials.
Designs forns, surveys, questionnaires or other docunents unique to
agency's mission. Has the authority to nmake deci sions based upon

wel | -defined rules, regul ations, nethods or procedures for the processing
of docunments and may conmuni cate these decisions to others. Sells tickets
and/ or bal ances receipts. Answers inquiries and provi des detail ed

i nformati on on office inquiries in person, by tel ephone or by electronic
mai | .  Checks, nmmintains or prepares records such as financial docunents,
office payroll, time and attendance, travel vouchers or related docunents.
Prepares daily, nonthly or annual records or reports. Operates personal
conputers, office machines or other office equipnent. Applies an agency's
nmet hods, procedures, rules or regulations to acconplish agency goals or
objectives. Oders office supplies and/or naintains inventory of

equi pnent, furniture or other itens. Provides training to new enpl oyees.
Distributes incomng nmail or other incomng naterial to office staff or
prepares outgoing mail or parcels. Schedul es appointnents or neetings for
managers or supervi sors.

TYPI CAL WORKI NG CONDI TI ONS AND UNI QUE PHYSI CAL REQUI REMENTS: | NCUMBENTS I N
THS JOB WLL TYPICALLY PERFORM THEIR PRI MARY JOB DUTI ES UNDER THESE
CONDI TI ONS, HOWAEVER, THESE CONDI TI ONS MAY CHANGE ON OCCASI ON | N PERFORM NG
THE DUTI ES OF AN I NDI VI DUAL PGCSI Tl ON.

Wrk is typically perforned in an office setting.

ADDI TI ONAL REQUI REMENTS:

"Upon appoi ntnent, enployees in this class may be required to naintain a
valid driver's license and required to drive a licensed vehicle. This
status may be necessary for the length of time in this class. If this is
necessary it will be listed in the specific position description for that
position. Applicants and enployees in this job title nay be required to
submt to a drug screening test and background check. Applicants and

enpl oyees in positions which performjob duties that nmay require contact
with offenders in the custody or supervision of the Departnent of
Corrections or with youth in the care, custody, or supervision of the




Department of Juvenile Justice nust neet qualifications pursuant to the
federal Prison Rape Elimnation Act, 28 C.F.R 115.17 and 115.317."

JOB ESTABLI SHED: 08/ 16/ 2005 | LAST REVI SI ON: 02/ 24/ 2006

THE COMVONVEALTH OF KENTUCKY DCES NOT DI SCRI M NATE ON THE BASI S OF RACE,
COLCOR, RELI G ON, NATI ONAL ORI G N, SEX, AGE, DI SABILITY, SEXUAL
ORI ENTATI ON, GENDER | DENTITY, GENETIC | NFORVATI ON OR VETERAN STATUS.
REASONABLE ACCOMMODATI ONS ARE PROVI DED UPON REQUEST.




